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ONE ENTRY for 
THREE RECORDS 





@ WAGES BOOK when completed and inserted 

in its secure Loose-leaf Binder, becomes your 
manent Wages Book. Rulings are supplied 
iuit your own needs. 


x E 

TB lav Slips are perforated ready for separation 
р i, apd pummed for fixing to pay envelopes or une 
is a three-in-o » gümped for tins; each, being a сару of the 
providing all the informatie: requi lgtive line of the Wages Book, shows the 
without additional work г Н (ployee how his wages are.calculated; 


INDIVIDUAL EARNINGS RECORD. As the 
employee's wages are calculated, his own Record 
is placed over the otber two forms for carbon 
duplication. You thus get, automatically, a 
separate summary of each employee's earnings o: 
—giving, without extra work, the necessary - 
record for Income Tax deduction: provides for 
Income Tax Returns without “special analysis: 
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 TIME-HIRE AN ADDER 


OGRAPH ^ HIGHEST PRICES PAID for all 
е Anding, Listine — Makes of Modern ; 


Office Machinery: ie » "emn -— дк 

Adders, .— | ES 
Calculators, 

Cashiers, 

——— Addressers, 
аа Duplicators, 
Typewriters, 
on te bo va Decimal ai ‘Steel Safes 
and Furniture 





WANTED USE ORDINARY STAMPS & 


SAVE 80% IN POSTING TIME 


; In Plush-lined, dueoid case, j And let your business-getting letters look 
Size, HMOX?IXi im, 98/. post free, like personal letters with actual postage 


hen ordering ае for wiat purpose stamps by using the TAPPIT stamp. affixer. 
quired, Also a cheaper pocket Adder for i CE 
lary figures and Indian money, in case, Cheaper pnd gideker thea а post marker, 


for 


all stamps fixed, checked and. counted in 


30/- post free. 
one pen, British made and guaranteed. 


id 


Turn Your * | 
SURPLUS "он 
OFFICE EQUIPMENT : 
CA Mui. Dk Жан INTO CASH 


CHEQUE PROTECTOR 

Used. by leading Banks and firms. Do you and 

fenlise that an altered cheque is your own ; 
liability? Price £12 12s. For all calculations. Multiplies, divides, 


: adds апі subtracts in 1/10th time taken to 
м makes of, Cheque dam at half usual Help the War Effort Чо cao dieta 





rices. Ask 


Phone: Holhorn 3793, or write : TEMPORARY TYPISTS BENT OUT. 


| TAYLORS TYPEWRITER MARKET а at Maidenhead. London, W.C3 











DICTAPHONE 
TELECORD |! 
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lessens congestion on 





the lines. 


And at MANCHESTER, 





Driving power is the greatest of all forces working to win the war. It makes "the im 
The dictating machine is the greatest promoter of drive and action because it 
capacity to GET THINGS DONE. 

Lord Beaverbrook, one of the greatest driving forces in the Empire to-day, dictates 
because it enables him not only to DO MORE WORK himself but to GET MOR 
The Dictaphone will help YOLI in exactly the same way. 

With the Dictaphone you can work exactly when you like: you do the things у 
precise moment when you OUGHT to do them. No waiting, no delay, no de 
else. You are MASTER OF YOUR TIME AND WORK. 


Dictate to: 


^ Dictaph 


Call, write or ‘phone today\for “Office Methods and Practice.’ 

THE DICTAPHONE CO. LTD. (THOMAS DIX 

(Dept. H) Kingsway House, Kingsway, L 
Teleph te: HOLborn 4161. (5 lines). 

BIRMINGHAM, GLASGOW, BRISTOL, LIVERPUOL, LEEDS, NEWCASTLE-ON-TYNE, DUB 
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S LIMITED, CENTURY HOUSE. SHAFTESBURY AVENUE. 


LONDON, 





W.C.2 


UUIPU: 15 HU ESTWIE ОТ 


ARE HAPPIEST 


—and smartly-fitting overalls that 
don't shrink contribute more to 
the well-being and efficiency of 


employees than many factory 
managers realize 


A group of cruiser tanks nearing completion in the 
assembly shop of a factory somewhere in England. 
More tanks, more guns, more planes are needed but 


ORE guns, more tanks, more planes are imperative. And the 
worker must produce them. Still more output is demanded 
of every man or woman in the factories, 

But with the best good-will in the world the worker cannot 
always give his “ total effort." Women workers need to look their 
best to work their best. And men and women alike must have 
comfort and freedom in their working clothes if they’re to go “ all 
out " on the job. 


DANGERS OF SHRINKAGE 


"That's why factory managers in these times can't afford to let their 
workers wear overalls that shrink, A shrunken overall can impede 
movement and tire the wearer, so limiting his output. It also gives 
inefficient protection, may be the cause of accidents, And, in 
addition, it costs extra money in the long run because it wears 













output depends a great deal on the well-being of the 
workers. If they are restricted by tight, shrunken 
overalls they cannot give of their best. 


out sooner and needs to be replaced sooner than it otherwise would. 

Nowadays many of the biggest employers of labour both in 
factories and institutions are insisting on “ Rigmel "-Shrunk 
cloth for workers’ overalls and uniforms. **Rigmel "-Shrunk 
overall cloth can't shrink by more than a negligible fraction of an 
inch per yard however many times it is washed. ** Rigmel ” is 
laundry-tested shrinkage. In fact? the British Institution of 
Launderers say of it: “ If the public can be persuaded to insist 
upon a “ Rigmel" guarantee, there will be no more trouble 
through the shrinkage of cotton fabrics." 

Why not put your workers in smart overalls that will always 
keep their fit and comfort ? The staff will look better and they'll 
work better and output will benefit. All good suppliers can quote 
you for “ Rigmel "-Shrunk overall cloth or you can buy ready- 
made protective garments in small quantities from retail outlets. 


Rigmel “Shrunk 


LAUNDRY TESTED 


AGAINST SHRINKAGE 


ADVERTISEMENT OF THE BRADFORD DYERS’ ASSOCIATION LIMITED, LONDON, BRADFORD, MANCHESTER 





: Does your system prevent deficiencies and pilfering? 

Does it enable you to plan ahead? 

Does it warn you of approaching shortage in tme? 

} Are you able fully to control your materials from- actual ordering—through 
: receiving, storing, issue and progress—right on to completion and delivery 

to schedule ? an 








































‘Your Index to BUSINESS EQUIPMENT, SERVICES AND SUPP IE! 
which can be obtained through the Announcements in th 
Advertisement Pages in this Issue - 
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It the answer to any of these questions is NO there is a weak link in the chain of 
your organisation, and one, moreover which, in the National interest and your own, 
should Ье quickly corrected. 


COPE-CHAT . ARE EXPERTS ON PRODUCTION CONTROL AND ALL 
RELATED WORKS ORGANISATION PROBLEMS. They have. dealt successfully 
with hundreds of cases in all industries, WHY NOT TALK 
OVER YOUR OWN DIFFICULTIES WITH ONE OF THEIR 
SPECIALISTS? There is no obligation. 





TERSON CO. LTD. | 


> LONDON: E.C4 







EXCHANGE. HOUSE - 





that typists: 
have always 
had to do in 
the past... 


^ PRIMUS. 
Continuous Stationery 


vou automatically. clip ofl ONE 
THIRD of your billins costs. That ња 
definite fact. One-third at least of your. 
stenographer's time and energy is 
spent in- preparing forms for insertion — 
in the typewriter. On all re, itive 
work like billing, invoicing, works 
orders, purchase orders, ete. perfect 
alignment and perfect duplication are 
required. PRIMUS Stationery assures 
this. The forms are set jn continuity. 
All the stenographer has to do is flick 
her wrist and each set of form: 
ready for typing 


PRIMUS Automatic Register| 


Yet another aid to efficiency in your organisation! For 


VAS gg HANDWRITTEN RECORDS, ‘the Primus Register used 
sr z е C in conjunction. with’ Continuous ‘Stationery ensures the ; 
E same speedy, smooth operation, 5r 
NA zs while a copy automatically locked 

in the machine provides - i ] 


КОО. your auditor with а 
| 4 check on. each 
y |. i: transaction. 


Lid. 


QUEEN ELIZABETH STREET, LONDON, S.E.1. = 
To RECORD | 


HOP 0204-5-6. “Grams : Cedavislim, Hop, London. Е 
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More New Methods for Getting 30-40% M 
Теве Two Steps Put Output Up 25% 
By Richard Bennett, 
Joint Managing Director, Bennett Tools Ltd. 

Management in War-time : 
- What the War has Done to the British Home Markets 
ri By] E. L: Lloyd, B.Sc., Ph.D.; 

; - Managing Director, А. С. Nielsen Co. 82. 
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Ж Industrial Management 
Women Do 90% of the Work on Light Guns 
Office Boys Share This Bonus 


Paying Workers during Bréakiowns <a and Hold- Ups 
By Five Famous Firms 





This Progress System Controls Production of. Individual 


Jobs sus 
By J. B. Olley, 
Works Manager, ASEA Electric Ltd. 


Ü ‚ Save On Packing Materials 
How to Save Petrol 
sl i in the Factory. 







Office Management and Policy. 
Training 14-20 year Office Girl.. 







ort Cuts to Office Efficiency .. "us 
nty-one Ideas for Saving Stationery 
| that Help Paper Salvage 









‘War-time Control of Factory Lighting 

7 Controlled Humidity for War-time Factories 
. Getting Quicker Turn-Round 

How to Prevent Factory Accidents 

NEW for the Facto 

Eleven Points for Ce 


‘This Invoicing System Also Controls Stoek "Chiventorics єх 


“Indu trial Production Equipment 
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NICKEL WORKS 
ER DINGTON 


Executives, research workers à an 
turning to books for the solu 
bundred-and-one problems which стор. ир 
in the day's activities... Now: that time 
means more than money it may well mea 
victory, a good reference library and up-to- 
date books is essential to firms engaged. on 
war production. 
Write to-day for catalogues of McG: 
Hill books and mention the ‘subjects 
which you are particularly’. interested. 


McGraw-Hill publish books on ғ 
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More New Methods for 
Getting 30-10 / More Output 


New 9-point plan of a large concern includes Production 
Defence Committee, attendance bulletin board and a creche. 
Week-end work was volunteered by black-coated staff. Small 
firms plan uses bonus and production Committee 


EADERS often 

method to reduce 

therefore to increase output. With 
the enormous new demands on 
shipping, with the necessity to step up 
output so urgent, these enquiries are 
increasing, Sometimes a reader will 
ask for a better progress system or a 
new method for staggering hours as if 
either would have a serious effect on 
either problem. 

There is no short cut to higher out- 
put,.to less absenteeism. One reason 
is that so much depends on the ability 
of the management to set standards of 
both quantity and quality in every 
department of the works. The best 
progress system in the world, for 
instance, is completely dependant on 
the production system into which it is 
fitted and the ability of the planning 
executive, works managers, foremen 
and store-kcepers who will be respon- 
sible for its operation. Similarly, the 
most perfect staggering of hours, 
arrangement of shifts, timing of rest 
pauses will be useless unless the funda- 


ask me for a 
absentecism, 


mental relationship between manage- 
ment and workers is happy. 


It is surprising how many directors 
overlook these two elementary facts. 
Few managing directors ever know the 
exact potential output of their business, 
tewer still know the degree of accord 
between executives and workers from 
department to department. 


I feel that it is timely to stress these 
hard: facts now. For we are now in 
the third phase of war-time production. 
The first consists of the building of 
factories, the second of tooling them 
up, the third is spent in securing labour. 
We are, therefore, within measurable 
distance of the great test of standards 
of efficiency when all the elements of 
production have been brought together. 

In all these matters, of course, the 
problems of the large concern are not 
those of the smaller. This month we 
are presenting the complete pro- 
grammes of one great and one small 
concern, They represent two of the 
best programmes in the country. 


1. Nine-Point Plan for a Large Concern 
By The EDITOR 


The Dunlop Rubber Company has 
had to cope with a tremendous influx 
of raw people, has had to substitute 
women for men to a very large extent. 
Today 42 per cent. of the workers in 
the rubber producing department are 
women compared with 25 per cent. in 
1940. The output per man-hour was 
at its worst owing to the causes cited, 
about six months ago. There has now 
been a great improvement. Yet the 
new critical situation demands better 
output standard still, So the Works 
Director fixed a target of 25 per cent. 
increase within the next six weeks. 

250  black-coated workers have 
already offered to work one shift at 
the week-end in the shop on unskilled 
work (v. page 11). 

Here is the company’s 
programme for securing it: 

(1). An absentee board has been 
set up at the gates of the main factory 
on which the number of absentees is 
posted Pi morning. Its resemblance 


nine-point 


* 


to a tote has apparently tickled the 
workers’ fancy and the slogan “Don’t 





has been very well 
This simple device appears 
had some tangible effect 


be an Outsider” 
received. 
to have 
already. 

(2). A créche has been put into 
operation during the past month. Here 
mothers can leave children from two 
till five between the hours of 7 ал, 
and 6 p.m. A trained medical nurse 
is in charge, assisted by voluntary 
helpers who seem to love the work. 

Parents are charged 1/- a day for 
the service. But for this sum the 
children receive both care and meals, 
They are also provided with games 
and toys to amuse them. The Dunlop 
medical officer is, of course, available 
in any case of sudden illness. 

(3. A group of deaf and dumb 
women have been enrolled in one of the 
shops, and their teacher has come along 
with them, resigning her post to do 
so. She is a highly educated woman 
who is capable of dealing with all the 
special troubles of the deaf and dumb. 
She too acts as an operator alongside 
her ex-pupils. 

(4) At the same time discipline in 
regard to changes has been tightened 
up within reason. The main Works 
Committee has appointed a sub-com- 
mittee called the Production. Defence 
Committee, to deal with absenteeism: 
As this committee is largely composed 
of workers the old alibis are not very 





This Bulletin Board, with its punning slogan, gives the number of productive 


workers on the | 





and missing, every day. 
for obvious reasons 


Thousands figure is deleted 


fF 





A trained nurse, assisted rd voluntary workers, conducts this créche at a 
Midlands Works. Fee of Is. a day covers child’s meals as well as care 


tenderly dealt with. There is a branch 
oi. this committee in every shop con- 
sisting of the shop manager and two 
or three workers' representatives, 

The measure taken against continual 
unjustified absenteeism is that of 
suspension. It will be appreciated that 
workers are much more reluctant to 
go before and risk suspension by their 
own fellows than by the management. 

(5) Definite efforts are made to 
reduce the amount of absenteeism 
caused by changes in methods of pro- 
duction such as a process adjustment 
or a new gadget. The value of the 
Hawthorne experiments of the Western 
Electric Company in America is keenly 
appreciated. Therefore a change in 
Status is avoided by the following 
method. 


An Engineer and a Technician are 
on Main Works Committee 


An engineer and technician are 
appointed to the main works committee. 
The comrhittee is kept informed of all 
present methods of production and of 
all plans for changes to improve them. 
Obviously this may affect hours of 
work, equipment, processes or trans- 
port. It is found that if the workers 
are kept in touch with what is going 
on, on the technical side and in the 
management offices, they are much more 
prepared to co-operate in accepting 
changes in production methods which 
wil! affect the personal status of the 
worker, hours, pay and piace of work. 

(6). The training of the workers is 
also being given careful attention. A 
department with a quiet atmosphere 
has been set aside for this purpose. 
The new woman can here receive the 
tullest attention from he instructor 
and has time to accustom herself to the 
conditions of factory life. "There are 
now 20—30 girls training in .this 
department today. 

(7) Continuous 
made to improve 
ventilation. Under 


efforts are being 
both heating and 
war-time conditions, 


with ever-increasing pressure for out- 
put it is almost impossible to avoid an 
occasional rather crowded shop. 
Wherever this is found special efforts 
to improve heating and ventilation are 
at once begun. At the same time 
factory lighting has again been checked 
up. Fluorescent lighting is now being 


ей Mar ning oF the inspection cal 


In the case of lighting it has been 
found better not to attempt perfection 
at once but to keep constantly 
improving at specific points all the 
time. 

(8). With both very young and. more 
elderly women coming into the 
factories, transport to and from work 
has become increasingly good. Here 
too the firm makes it part of its job 
to co-operate with the people running 
coaches and buses to the works and to 
instigate the best possible service. 

(9). The problem of women’s 
shopping remains. At the moment 
Dunlops are considering installing a 
shop in the factory. The experience 
of two other Midland concerns 
encourages this. 

In this case a little kiosk has been 
built inside the main canteen. A licence 
has been obtained to sell unrationed 
goods as well as goods supplied to 
canteens with a priority. Unrationed 
goods now include fruit and vegetables, 
cakes made in the works canteen, shop 
cakes, and a number of kitchen gadgets. , 
This firm stresses the difficulty of 
getting the goods. He found it so 
arduous that he feels the scheme inapp- 
licable to smaller concerns. However, 
Dunlop's feel that there may be a way 
out by appointing an official to *give 
special time exclusively to the job. 


2. These 2 Steps put Output Up 25% ` 
By RICHARD BENNETT, 


Joint Managing Director, Bennett Tools Ltd. 


A SMALL tool making concern, 
numbering about 120 people, our 
problems are entirely different from those 
of the large concern. In the first place we 
have practically no repetition Work, so 
nobody can earn high piece-rate wages. 
All our work being skilled we'are com- 
pelled to pay on time rates, So that in 
spite of the high skill possessed by our 
people they can scarcely expect to earn so 
much with us as they could on straight 
repetition work, Further. we are situated 


right in the heart of a Midlands 
engineering centre so competition tor 
skilled workers is keen enough. Yet in 


spite of alb these drawbacks the following 
two methods have increased our output 
by 25 per cent, within the last eighteen 
months, , 

I felt that the root of our problem was 
to convince our folk that we were doing 
the best we could for them, that no one 
was making a fortune at their expense, 
that they could even make a little more 
by keen co-operation. 

So eighteen months ago the Works 
Committee was elected by the workers 
with a representative from each depart- 
ment. "The committee then met and 
elected a chairman and secretary, This 
production committee now meets twice a 
month in their own time, They discuss 
not merely complaints, hours of work and 
so on, but suggestions for improving the 
job. 

Having tabulated the complaints and 
suggestions in their proper order the 
committee then holds a monthly meeting 
with the management, Here every point 


theme 


is taken up by me or a colleague per- 
sonally and all complaints are answered, 
Suggestions are carefully gone into, If 
the committee, after consideration, thinks 
that a suggestion will help both manage- 
ment and men that method is put into 
operation. Some very interesting meetings 
have been held. Members of the com- 
mittee now know a lot more about the 
running of a small business than they ever 
did before, There is no complaint that we 
have not been able either to explain or 
put right. Better still complaints that 
would have been serious had they not 
been brought to our notice and might have 
caused ferment in the works can be dealt 
with before they become dangerous, 

Further, some very good suggestions 
have been put up on the subjects of 
working hours, holidays and, most useful 
of all, methods by which production can 
be speeded up. Q@ur work being so 
specialised I am afraid that none of 
these would be of value to the reader, 

The committee has taken fire watching, 
always difficult in the small works, in 
its stride and has settled it to everyone's 
satisfaction, 5 

It also organises social functions and 
charity collections, Under a scheme for 
our colleagues on Service every employee 
has 6d, per week stopped from his pay, 
which is sent at the rate of 10s, a time 
to each man we have in the fighting 
services, 

I feel that this production committee 
has broken the old suspicion that existed 
between master and man. Our output has 


(Please turn to page 36). 


Avoiding’ accidents’ by instruc ; 
| various ^ dangers Cutters ^ 
Working of Machines: | Be 

Reading Working Drawings and. 
ation Sketches. 


It will be noticed that great emphasis | 
is placed on.the: reading of measuring: 
instruments, It is found that the time. 
spent on the practica | 
instruments is well” 









new. organisation “methods 
help.. First of three articles 
describes methods used 














аш órities knew the difficulties 
| The area in which the factory 
is situated is exceptionally short of men. 
It is not a factory area at all in the 
usual sense of the word. There is no 
engineering tradition to work on. The 
authorities concerned very. wisely put 
„ате a superintendent who had 














has never been 
The aim 


| looking at а typical job 
broken down for simplified production 
“we had better see how the workers are 
trained. 


E Women Cia: Be Switched to 
LI Different Jobs 


Th great difficulty with semi-skilled 
workers in the last war was 
_of adaptability. The majority 
ught one job, were аё а 
: complete loss when they were asked to 
do. another, however ‘simple. . In. fact, 
the training process had to be com- 
тепсей from zero again on each new 
operation. This difficulty is stressed 
“in an official report on the subject. 
While a certain number of women 
can be thoroughly trained to do even 
vskied work іп ` the Ministry of 
; ;abour's training centres, these centres 
© сап deal with only a fraction of the 

"women. feqttired in the war factories. 

The aim behind the present plan is to 
give the intelligent girl that modicum 
of theoretical knowledge which will 
enable her topick up a second job 
quickly once she has mastered the first. 
In this way it may- be possible even- 

“tually to switch these semi-skilled 

women workers from job to: job. 

This would be. particularly valuable 
where it is not always possible or 
desirable to have a large quantity of 
work flowing through the-entire shops, 
ог where variations in working. time 


























ther detail. 


d munition with women: 
Probably . 


job entail switching an operator 


If this experiment works out, a ‘much 
: more e useful type of semi- -skilled women 


worker will be developed. Now let us 
consider the training scheme in detail. 

The recruits offered by the local 
Labour Office are first seen by the 
factory’s Labour Offices.. They are next 
seen. by the doctor who weeds out any 
men or women who are physically or 


‘mentally. unsuited for the work. After 


that every applicant is seen simultane- 
ously- by. the superintendent. (works 
manager) and the welfare supervisor. 

Тһе girls accepted (around 95 per 
cent.) pass immediately into the schogl. 
This 15 a medium-sized class room 
supplied with tables at each of which 
four girls can work, Here the girls are 
taught from 9-12, and from 2-4.30, the 
rest of the time they spend at the bench. 
First they are taught to handle a file 
and one or two other simple tools. 

Then the pupil.is given a piece of 
stéel about 3/16in. thick and shown how 
to mark out, rough cut and file a male 
and female hexagon until they fit 
accurately together. -When the girl 
has completed this job—and it shows 
her ability—she is» given actual pro- 
duction work, eg. filing of gun 
mechanism details or possibly a simple 
tool operation. 


Theory is Emphasised in all this 
' Training 


The training system is unusual in its 
emphasis on the theoretic side. Look 
at this syllabus :— 


GENERAL. COURSE. 


The i2 in, rule is generally graduated 
into :—1/64in. ; 1/32in.; 1/16in. ; 
1/8in.; 1/4in and л and 05 markings, 
and is used usually for caliper sizing 
for approximate. dimensions, the 
micrometer caliper being used for 
precision sizes, 

Practical demonstration of using various 
calipers and setting:to sizes given. 
Micrometer Instruction Theory, Prac- 

tice). 

Conversion of Ера Б into , decimals— 
(Theory, Practice). 

Metric Micrometer Theory, Practice) 
— Conversion of Decimals to m/ms. 

Vernier Instruction—(Theory, Practice). 

Clock Gauges—(Theory, Erictico. 

Сам ot fixtt es. 










stores: | 
placed centrally in the shop). She can. 
see from the drawing what operation 


girl gets out in the shop. f 
d ar 


lt gives. confidence 
interest in the job.: 
In addition every. gir | Set 
read a working drawing. I deed 
worker here is handed. a 
the operation she is about to wundert 
Or rather she is given a number ат 
instructed tò draw it herself from 
(This: drawing- office store 






















she is going to do. 
own drawing, deci i the 
correct operation, “using her gauges ti 

check up-on the sizes given.. 


She: can read her. 































Girls Sit for Exaniinatioa: afte 
ach . Course. : 


Girls who are going: 
operations: have special ins 
supplement the general. cou 
above... The course for a 
do milling, for instance, is as follow 


Course FOR MILLING. 


Reading micrometers and instruction 
decimals, ; 
Using. feelers to set work ‘and. 
Using setting blocks and slips. : 
Controls of .machines-—slow. traverse, 
fast traverse, reading micrometer 
dials and heads. 
Use of. nuts, bolts and- packing ; size D 
bolts, spanners, etc. А 
General instruction-in different types of 
cutters, their names, and. uses. T 
Recognising when cutters need re-grind- 
ing and attention. 
General instruction relating to dangers. 
of machines, cutters, etc, (It has been 
found that many girls appear to-have 
a desire to feel the work and cutters 
while the -machine is in operation 
Using surface gauge for setting’ work 
to centre lines, Use of “sticky. pin” 
and. general instruction in splitfin 
' dots and sizes of cuts, 


After each course there is: ans 
examination. Here are the questions. 
set in a recent examination on the use mS 
of the micrometer. | 


QUESTIONS on USE or Micronit 


How many spaces on a Barrel? 2 
How many spaces on а thimble?” 
What is the decimal. value of a 
space on each spacé оп a barrel? 
How many spaces on barrel irom. 
o to 1 or 1? 

How тапу spaces on thimble? | 
How many turns of thimble. їп Ep 
.025in., 075104 050іп., Tin? Se 
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| Spaces. 


That her group wastes no tine aft 
That no girl leaves her place of work 
night shift without being accompanied 
That all girls wear their caps. 


position. 
That the names and centre numbers of 
half-an-hour after official starting time. 
That inspection of all work authorised 
work performed by her group. 
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oup is on a group 
Ried lor suci lodividubi job. the 
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so the girls in the group will not 


7. How many turns of thimble on 
_ barrel from o to 1? 

8. How many turns of thimble in .057? 

9. How many turns of thimble in 

.. 40gsin.? 

10. How many thousandths of an inch 
are there on barrel from o to 1? 

11, How many spaces on barrel and 
thimble combined? 

12. What is the combined amount of 
1 space on barrel and 1 space on 
thimble? 

13. Which part of micrometer is 
marked with 1/10 or .100in.? 

14. Which part of micrometer is 
marked with 1/1000. or .ootin.? 
Millimetre Micrometer 

Instruction 

Another — millimetre micrometer 

instruction :— 


A thimble is graduated into fifty 
Each space equals 1/100 of a 
mm., therefore the fitty spaces equal 
50/100 of a mm. which is equivalent 


- to half a mm. 


This acquired by one turn of thimble 
from zero on barrel. 


Two turns of thimble on barrel from 
zero equals 100/100 gue is equivalent 
to one mm. 

Barrel is graduated into 25 spaces on 
top of line each space equals 1 mm. or 


1.0 mm. 
Barrel is also graduated into 24 
spaces below the line, these being 


graduated so as to come between spaces 
on top line of barrel thus showing 
when micrometer is not in j mms. in 
conjunction with top line mm. 
graduations, 

To convert fraction into mms., it 
is necessary first to bring to, decimals, 
and then ‘multiply by 25.4 as per 


- example : 


That all machines provided with guards are worked with the guards in 


; responsible to the foreman through the skilled setter in charge and 
регуіѕог. 


distributed among the group including the Leader, 
an amount which covers payment to the Leader, 


оо саса ЫЙ olii uit 
without her knowledge and on the 
by another girl. 


‘ 









absentees are in the foreman’s office 
by the foreman is carried out on all 


system. Though piece work prices 
amount of bonus earned is pooled. 






earn the bonus the Leader receives, 


Reduce 7/8 to mms. 





8)70( .875 x 25.4 875 
64 25.4 
60 3500 
- 56 4375 
Р 1750 
40 ir ees 
40 22.2250 


Thus 7/8 in. equals 22.2250 mms. 

At the same time some instruction 
is given on the avoidance of accidents. 

Most of the girls are passed as 
machine hands; about 10 per cent. are 
good enough to be put on inspection; 
another 10 per cent. are below average 
and are put on female labouring jobs 
such as sweeping up, cleaning, crane 
driving, ete. 


Town Girls Show the Best 
Results 


The instructor finds that he gets the 
best results from town girls rather than 
from country girls. The best workers 
in this factory веет to be shop assis- 
tants, waitresses, laundry workers, and 
the like. 

The training lasts for a fortnight 
during which the girls are paid at the 
normal flat rate. So soon as they are 
put on a definite operation they are 
eligible for bonus. 

From the outset this factory has been 
designed to suit women. I should say 
that washing and lavatory facilities 
were about the best I have ever seen in 
a factory, outside food concerns. The 
shop is kept exceptionally clean and 
bright. Eyery effort is apparently 
made to avoid unnecessary dirt. There 
is a fully equipped surgery with nurses 
and a doctor in attendance. 
to say there are canteens for every 
section of the workers. Recreation 


- Needless ` 

















This girl is about to 

shown to hich i 

at the 
(of a light qun) 


rooms and facilities for table tennis 
and other indoor games are available, 
and the canteens are supplied daily with 
food from the factory's own gardens 
which stretch round two sides of it. 


Group Leader System Maintains 


the Interest. 


One method of maintaining the girls’ 
interest in their work is unusual. This 
is the group leader system. Every five 
girls are led by a group leader who is 
distinguished by a red armlet. Each 
group is paid by a group piece-work 
bonus. The group leader is also a 
liaison between her own girls and the 
welfare supervisor. In view of the dis- 
coveries in the Hawthorne researches 
(Western Electric Co., U.S.A.) which 
show that all workers divide themselves 
naturally into social groups normally 
antagonistic to the management, this 
situation is extremely interesting. The 
group leader notifies the Labour Office 
of any absenteeism in her group: she 
is responsible for seeing that all her 
folk wear their caps (a vital factor in 
a factory using revolving machinery). 
Every Wednesday there is a meeting of 
the group leaders with the welfare 
superintendent when ideas for improve- 
ments are put up and the girls’ com- 
plaints dealt with. The group leader is 
paid a separate bonus for the large 
amount of responsibility she undertakes. 

Obviously, the employment of women 
for 90 per cent. of the operations on 
such heavy work as gun making 
demands exceptional equipment in the 
factory. All of the overhead trucks 
are driven by women. A woman also 
acts as slinger for each truck. Each 
truck operator works with a slinger as 
her mate so that co-operation is easily 
secured in getting things moving. 


(To be continued), 
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ar-time ... 
Office Workers on Factory 
Job — Production Com- 
mittees — New Shift 
Systems — Foreman and 








HE need for output is as urgent 

as after Dunkirk. That 30 to 40 per 

cent. increase in production is no 
longer merely a target: it is a vital 
necessity. On almost every page of 
this issue will be found aids to increase 
output in one phase or other of pro- 
duction. We must all think in terms 
of getting that extra output from the 
present number of personnel. 

Mr. A. Healey, Works Director of a 
famous Midlands concern, aims at a 
25 per cent. increase within the next 
few weeks. In his case the difficulty 
is for the unskilled workers to keep 
up with the skilled, an unusual 
situation. After a meeting with his 
production men, a series of drastic steps 
was agreed on. 

First of these was ап appeal to 
administrative, technical and office staff 
to work week-ends. Shifts arranged 
weré 1—6 p.m. on Saturday and 
8 a.m.—6 p.m. on Sunday. 250 volun- 
teered immediately. Pay is exactly the 
same as for the factory workers. Office 
workers are provided with dungarees. 

A number of girl workers stayed on 
the first Saturday to show the new- 
comers what to do. There was no 
trace of ill-feeling from the factory 
workers against. their  black-coated 
colleagues. 

This is an excellent idea for a short 
term spurt. If help was required for 
long periods, the Suaday shift would 
probably have to be shortened or a 
third shift introduced. 


HE Midland Regional Board 
circularised all its employers in 
October asking them to set up Joint 
Production Committees. ' Short of 
efficient co-ordination between Ministry 
—factory—supplier—transport, I can 
think of no better means to increase 


output. Disappointing then that only 
about twenty factories have so far 


taken the job on. 
One trouble is the difference of 
opinion on the labour side. The A.E.U. 


bas come out very strongly in favour 
of the scheme. It recommends a com- 
mittee composed of three representa- 
tives of the management and three of 
the workpeople, selected by the workers 
themselves. 

On the other hand the idea is con- 
demned in the current issue of the 
A.E.U. journal on the ground that 
through such committees management 
“may astutely encourage the workers 

. to be each other's task masters." 

Elsewhere on page 8 опе small 
Midlands concern tells how it is 
working its own production committee. 
At another shop where a production 
committee is functioning, hours lost 
from waiting time, unpunctuality and 
absenteeism together was less than 3 
per cent. in November. In this case 
figures of time lost are posted up in 
the shop every week and everybody 
seems to take a pride in the record. 
Back-sliders are handled by the workers 
themselves. And the number of ideas 
for improving production methods has 
greatly increased. 

Where an agreement does not 
already exist, it normally happens that 
the committee is able to get a guarantee 
against the cutting of piece rates. In 
my belief the production committee will 


Personnel Manager 


become essential to the vast increased 
production we require before, many 
months are out. It was one of the 
life savers in the last war, first in the 
form of the Whitley Committees, later 
in the form of Works Committees. 


LEARL Y absenteeism among 
women must be reduced to secure 
the new level of output. It is still 
running at twice the rate of that among 
men. Probably sheer fatigue and the 
difficulties of shopping are the two 


.chief causes at work. 


Both of these can be reduced by a 
drastic change in working hours where 
this is feasible. One of the best schemes 
in the last war seems to have been over- 
looked so far. 

This was a series of double shifts, 
the first worked from 6 a.m.—2 p.m. 
and the second, 2—10 p.m. As each 
shift had half an hour break for a 
meal, it put in 73 hours of work. The 
afternoon shift had Saturdays off, and 
therefore put in only 374 hours a week, 
while the morning shift put in 45 hours. 
Under present conditions, however, the 
afternoon shift could easily work on 
Saturday from 2—10 p.m., thereby 
putting in 454 hours per week. 

This is a shorter week than is. 
commonly worked to-day, 54—60 hours 
now being the average. But in many 
types of repetitive work, it is still not 
clear that the same output cannot be 
obtained from shorter hours. 

(Please turn to page 15). 
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How This Three-Shift System Works Out Over a 


Period 


1 2 3 
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Sun. D N N D D 
Mon| D N н! оір 
Tu. || D N N D D 
Wed. D N N D D 
Th. | р N N. DIN D 
Fri. | DN DN N D 
Sat. | N D DN N 


of Six Weeks 





4 5 6 
C A B ClA/B.ClABlC 
N N D DN ND 
N N D DNDN 
N N DND DN 
яркі {мір IDE |N 
DN wi |D|b| in 
р. ін! н 1р!" DiN 
D|D| |N N D DN 
Shifts ., A.B & C. 


2 OOO 
N ... Night Work. 


D ... Day Work. 
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var has necessarily changed a 

many buying habits. 
“evacuation, queueing, 
and increase in the cost 
travelling, shortage of goods, 
ed number of shop assistants have 
ended to change the. housewife's 
d:of doing her shopping. These 
anged buying habits апа the attitude 
‘the housewife towards the shops 
Which she buys her groceries are 
ted.in a report on the consumer 
vey carried out. recently by this 
трапу for.the benefit of their colla- 
rators. 


arketing research organisation, which 
auditing more than twelve hundred 
ocery.and chemist shops all over the 
ountry. and by. keeping © accurate 
сога» of.retail purchases, Stocks and 
sys: following the trends in buying 
habi s. of hundreds of thousands of con- 
cof a.large variety ОЎ food 
products, groceries and drugs. | 


Auditors "Visit Retailers Every 
„Two Months 


n In order.to-obtain this information 
highly trained auditors visit the retail 
"distributors every two months.. The 
“sample shops are spread over all parts 
of the country and in localities ranging 
from the largest town to the smallest 


solutely reliable vross- section. 


The A. C, Nielsen Company is a 


village, in order that results shall reflect. 
habits and trends of'sales of an. 


of the changes in tec con- 2 


_ By EDWARD L. LLOYD. B.Sc., Ph.D., 
. Managing Director, A. C. Nielsen’ Co. Ltd. 


sumer market we felt it necessary to 
check up on consumer buying habits 
and to obtain some up-to-date infor- 
mation on the housewives’ attitude 
towards the shops from which they buy 
their groceries. 


One in Ten of Middle Class Buy 
From Co-op 


Accordingly, we arranged for a con- 
sumer survey on the subject by skilled 
and highly trained investigators. They 


-visited 2,500 homes in forty towns and 


villages, ranging from Edinburgh in 
the north to Southampton in the south 

from Cardiff and Exeter in the west to 
Norwich and Cromer on the cast coast. 
These towns were carefully selected to 
ensure a reliable composition of the 
sample with regard to geographical 
areas and sizes of towns. Care was 
taken that the localities selected would 
reflect buying habits in evacuation, 
neutral and reception areas and the 
classes were divided in accordance with 
known population figures for well-to-do, 
middle class and working class people. 


. Briefly, everything possible was done to 


ensure an absolutely reliable and sound 
sample . representing the situation 
throughout the country. 

It was. found that the housewife 
uses, on the av erage, approximately 
two..sources of groceries. Some, of 
course, only use one while others use 
as many as three, four or five sources. 
Of о housewives in the various. parts 





duy their groceries. from 


© tise 


These figure 
according to Cog 
and 
ur housewives of the 



























lent. grocer but only one out of ten 
buy groceries from a co-op, whi 3 
he: working class four out of ten ise ; 
the co-ops, and less than six out o 
the "independent : grocers, he 
multiple- grocer, on the other hand, is 
almost equally popular with all social 
classes but, as can be expected, he is 
most popular in the large cities and 
less: popular in the small towns and 
villages under 10,000 inh BASS w here 
incidentally, the 
proportion of memb 
city sizes. 


To-day Service Ke 
Customer at the Same § 














What keeps the customer at the sames 
shop? At one time "value for money" 
would have been the answer of many 
middle class and most working class 
housewives. Today the case is altered 
The question of service has taker 
first place and service is not onl 
most important reason given | 
wives for using their present 
it is also given. as the most про ant 
reason by housewives for having given 
up their former shops. 
This question of service can Бе” 
divided into a number of specific 
groups of reasons and these reasons 
demonstrate very clearly that while the 
housewife is prepared to put up with 
all the difficulties of the retailer and 
the shortage of goods, she appreciates 
now more “than ever before civility of 
the shop assistants and a fair dealing.. 
for rationed or unrationed goods: һу. 
the retailer. Stress was laid” upon. a e 
delivery service by.those people who- 
live further away. from the shopping: 
centres. Cleanliness: was. " referred; ;to 
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The average housewife uses two |. 
sources for her groceries, some as . 
many as four or five. 
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А chiefly in'connection with certain types. 


of shops while expedition in service 


“praised and this particularly for the 
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б. "SERVICE P SUMMARY FOR ALL SHOPS) 
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has been more often criticised than . quick (^ 2X]. e> 


‚ types of shops that have a latge number 
of customers who during the most 
. popular shopping hours have to wait 
and-stand-in queues. P Я 
-. Quality was'the chief incentive of 40 
'per cent. of the housewives, probably a 
smaller figure than would have been 

- shown in a pre-war survey. ` 


Prices take Sixth Place of 
i i Importance 
The questio of location was 
mentioned in third order of importance 
. for preferring the present shops but 
this reason was, apart from service, 
the most important point for users 
having given up their former’ shops. 
This is no doubt due to the war con- 
‘ditions under, which many shops had to 
curtail or abolish their delivery service 
and because since shopping takes longer 
in any case there has been a tendency 
for housewives to choose the nearest 
shops and avoid travelling and bus 
fares. 

‘The question, of availability or the 
~ lack of, war-time stock has been res- 
ponsible for causing thousands of 
housewives to change from one shop to 
another. Here again, certain types of 
shops have suffered much more than 
others, and the survey indicates an 
increased number of customers in small 
shops at the expense of larger shops. 
“Price now only takes sixth place of 
importance for preferring present shops 
but this is explained by the fact that 
the prices for most groceries are now 
controlled and the question of price- 
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X€ X BASED ON TOTAL MENTIONS OF 
MAIN TYPES OF SHOPS USED AT PRESENT 
(Independents Multiples.Coops, Daires) 

In wartime service is the primary 

reason why customers buy at the 

same shops, while price is nearly 
i the least important factor 


cutting and over-charging has almost 
completely disappeared. 

The question of dividend is 
mentioned by present members of the 
co-op and a number of users of 
multiples in certain parts of the country 
who pay dividends. But the favourable 
mentions for “dividend” as an incentive 
to use the present shops are largely 
offset by the unfavourable statements 
made either by former users of co-ops 
or by-non-users that you have to pay 
for your own dividend. . 

The criticisms or favourable com- 
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| Training 14-20 year Office Girl 


Seniors Now Assist with Junior Work at a Large 
Industrial Company 


d hee call-up of girls and women 
А between the ages of 20 and 30 has 
brought fresh headaches to harassed 
business executives. Plans are rapidly 
being drawn up in the larger offices 
to-train girls between 14,and 20 to 
replace personnel ranging from switch- 
board operators to private secretaries. 
Some firms were not caught napping 
and were prepared for this drastic 
call-up. A-large,industrial company, 
for example, began to meet their staff 
problems nearly a year ago, by training 
women over 30 to replace younger 
members of the staff. A large number 
of married .ex-employees were also 
recalled to work. Even before the war 
this firm maintained comptometer and 
typing schools .to' train their juniors. 
These schools have now been re- 


organised to accommodate the inflow of 
i - 


` 


juniors for an intensive course to ft 
them for replacing those girls eligible 
for service. 


Sent to School after a 
я Year 


The system works in this way. From 
staff introductions, schools and appli- 
cations, the firm receives a stream of 
candidates. By general standards and 
schodl records they select the most 
suitable. Girls of 15 become messengers. 
When they are not taking messages and 
collecting ait, they practice typing on 
machines specially provided for them. 


Each week they return their typing. 


work to an instructor, who marks it 
carefully and informs them of the pro- 
gress. Those who show little promise 
are not kept on. . р 


t 
After a year the aptitude of these 


"i : 13 


ments 'on quality, location, service and 
war-time stock vary enormously 
according to each type of shop but 
there would not be enough space to 
comment on all these points in this 


- short article. 


‚ While these enquiries were being 
made a record was also kept of the 
general opinion of the rationing System ; 
rationing won an extremely favourable 
poll. Nearly seven out of every ten 
housewives were unconditionally in 
favour of the present rationing system 
which is a very high figure in a demo- 
cratic country where people can not 
only express their own opinions, but 
are, generally, inclined to be critical. 
This favourable attitude towards 
rationing applied to all social classes 
in all areas but it was slightly stronger 
in the well-to-do classes than in the 
working classes and higher in the 
evacuation areas than in the reception 
areas. 


Survey Can Help Retailers to 
Improve Shop Service 


To carry out a survey of this kind 
in war-time is both difficult and costly 
but the information is ‘undoubtedly 
invaluable to those retailers who use 
progressive methods. Although the 
initiative of retailers is in many ways 
curtailed by war-time restrictions, they 
сап, by-using' to advantage the infor- 
mation of this survey, improve their 
shop service in many directions. 

As I judge the result of the war- 
time survey to be of wider interest I 
am making an exception to our usual 
rule and releasing the facts of this 
latest research for the readers of 
Business, many of whom I know can 
also use them to advantage. 


E 


girls is seen. If they have a flair for 
figures they are sent to the firm's 
comptometer school, where they are 
taught to add and calculate. If they 
seem to prefer typing they are sent to 
the school for touch-typing. For the 


'typing school girls are expected to 


develop a standard of general know- 
ledge and reach a fairly good standard 


.in English. Under the able tuition of 


special instructors they develop their 
training and when they are considered 
suitable, they are put to a-test and if 
successful, are graded as office juniors. 

During their training, girls are 
encouraged to work on their own 
initiative. Part of the course includes 
slogan writing to develop ideas. 

In these ways, by training older 
women and young girls the firm are 
prepared to replace women called up 
for service. Another method of con- 
centrating the work, which is being 
tried, is getting senior girls to do the 
work of juniors in addition to their 
own work. Experiments have shown 
that with little exertion a secretary can 
do the work of a junior more efficiently 
in nearly half the time. 
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This Progress System Controls 
Production of Individual Jobs 


By J. B. OLLEY, 


Works Manager ASEA Electric Limited 


There are progress systems galore for mass produced jobs. 


But here is a simple progress system that gives complete 


control at every stage of individual jobs 


ITH the continuing expansion of 

our works and output, it. was 
found necessary some years ago to 
modernise and mechanise our speci- 
cation and progress system. 

We were familiar with the systems 
of many large organisations, but they 
were mainly appropriate to mass 
production. > 

In our undertaking, the principal 
manufactures are power transformers. 
circuit breakers and other switchgear. 
These are normally ordered in small 
quantities, mostly in ‘units, which 
always incorporate features peculiar to 
individual requirements of customers, 
and which are difficult to extensively 
standardise. 


` 


It was obvious that we would have 
to improvise to meet our abnormal con- 
ditions. All the knowledge we had to 
help us, was the use of duplicating 
machines to mechanise our office equip- 
ment. 

We have always used material lists, 
necessary for each order with unit and 
non-standardised production, and with 
a slight change the material lists form 
was retained as the basis of the altered 
systems. 

Working with the material list we 
were able to condense instructions in 
applying lahour to produce small com- 
ponents, so as to occupy one line of 
a list comparable to the material list. 

In this way we had a composite docu- 





À composite record giving a complete history reading from left to right. 
It tells you the component to be peus material required and the 


labour 


invo 


ment giving a complete record reading 
right across the page. It told us the 
detail to be made the material required 
to produce it and all'labour involved 
in it, 

To conserve space we used abbrevi- . 
ations for specifying material and all 
information concerning labour. It was 
found possible to specify on one line 
of a material the description (in full), 
drawing and item number and material, 
and the labour on the adjacent docu- 
ment known for progress purposes as a 
control sheet. 

Typical of the abbreviations used for 
labour requirements is the following. 





This interpreted is, A. —adult labour, 
415==departmental designation ог 
route, 80— machine group on which the 
work is to be carried out, W-— weld, 
0.80 and 0.10 are the piecework and 
set up prices in decimal shillings. 

The reproduction of the material list 
and control sheet, both of which may 
be either hand written or typed, pre- 
sents no difficulty; any of the normal 
spirit duplicators are suitable for this 
purpose. 


Copy from Material List and 
Control Sheet 


Now’ for the production of a piece- 
work ticket, the term we use for the 
instructions to an operator. 

It is apparent that if it is possible 
to abstract and copy mechanically from 
the material list and control sheet (a) 
the heading from either, to secure the 
customer's reference (b) the line on the 
material list giving the description, 
drawing and part number and material 
and (c) the line on the control sheet 
relative to labour, we have all that is 
necessary. The first two only are 
necessary for drawing material from 
stores. , >» 

A duplicator with an inkpad the 
width of a line necessary to copy a typed 
line from the material list or control 
sheet, and: a feed roller taking the 
master documents in sideways, permit 
the single line copying. The piecework 
ticket is produced by copying in three 
operations, the three lines from the 
original material list and control sheet. 

Foremen's and progress control 
copies and operators' piecework copies, 
are all similarly produced. They are 
all modified outside the duplicated text 
to permit of annotation in accordance 
with their various uses. Different 
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', Great advantage of this system is the reduction in clerical and 


sheet are produced by hand 


colours are used to ensure correct use 
of various documents. 
On completion of, work progress slips 


are returned from shop progress- 
departments to the main. planning’ 
department, and the -completion is 


fécorded.on the’ control sheet. This 


'- , document thus becomes a day to day 


record of the progress on an order. 
‚ A great advantage of this system is 


every other document is mechani 


к 


ANRIA 
typin 


the reduction in clerical and typing 
labour. Only the material list and 
control sheet are produced by hand, 
every other ‘document is mechanically 
copied from them, which eliminates 
copying errors. 

The record of all operations concen- 
trated on one piecework ticket gives 
a clear indication of the procedure and 
routing of a component from start to 





MANAGEMENT in War-Time . . . 


/ (Continued from page 11). | 


ы . Says Dr. H. M. Уегпоп* “An 
investigation made on groups of 
women who were sometimes employed 
оп shift work ‘and sometimes 


on 
ordinary day work showed that in 
such occupations as coil-winding, 
lathe-work and  cable-work. they 


could attain as great a production in 
а 434 hours week as in one of 484 
hours. This was chiefly owing to 
their keeping more persistently at 
their work during the shorter working 
week, and observations made on large 
groups of women who were employed 
during -the last war'for 554 to 574 
hours а -week on lathe work (the 
production of fuses) suggested that 
théy, too, would have attained nearly 


.as góod an output if they had been 
on the slightly modified two-shift 
‘system. Owing largely to their 


working week being beyond their 
. physical: powers, they lost 8 or more 
. hours a week for absenteeism, and 
were in actual attendance at the 
factory for ,less than 48 hours.” 
This double shift system gives plenty 
of time for shopping in ‘the morning or 
afternoon. It does not involve Sunday 
“work and the hours could ‘easily be 
extended in non-repetitive processes to 
‘give 54 hours a week. 


. e 
i ANOTHER Midlands frmł has found 
. ^ the ‘most effective means of 
getting continuous day and, night work 
with only a double shift while at the 
same time leaving ample time for 
“shopping. The’ scheme was only in 
operation a few months when. the 
/ factory concerned was. blitzed, ' but 
during its operation the output achieved 
: was exceptionally good. i 


we 
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Here the entire force was divided 
into three groups, but the factory 
worked only one' day shift and one 
night shift, each of 115 hours. 
Operators worked in succession, four 
day shifts, four night shifts, two days 
of and se on. Shifts ran from 8 a.m.— 
7.80 p.m. and from 8 p.m.—7.30 a.m. 
The half-hour break eases the change- 
over between the two shifts. 

A rest pause of 10 minutes was 
allowed at 10.30 a.m. and at 10.30 p.m. 
a meal break of 30 minutes at 1 p.m. 
and 1 am. and a tea break of 30 
"minutes at 4 p.m. and 4 a.m. 

Obviously pay days are one of the 
problems. It was found best to pay at 
the end of each shift of six days. In 
this way there are seven pay days 
in six weeks. As a result wage packets 
are smaller than those paid out at the 
end of a full week. But fortunately 
once a worker realises that an extra 
packet is picked up once every six 
weeks, objections seem to be removed. 

Obviously every week the worker is 
doing an average of 49 hours per week. 
If this method is adopted, paymerit is 
made at rate plus 1/8 which is the 
average of day rate and night rate. A 
worker earning 1. an hour therefore 
gets a rate of 1s. 14d. per hour on either 
shift or £2 15s. lad. per weck and 
fro rata. 


It was found that the operators did 
not object to the long hours due partly 


to the liberal breaks as they found the, 


two days rest such a help. - 
I shall-be glad to.hear from readers 


Who 'experiment with this scheme. 
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labour.. Only the material list and control 
y copied, which prevents typing errors : 


finish, to all concerned in the manu- 
facture. The final route automatically 
takes it to the appropriate assembly 
department. 

From our experience it is apparent 
that the use of modern equipment and 
accurate specification and progress 
control can be applied as effectively to 
non-repetitive manufacture as to,mass 
production. ' 


S more new factories and exten- 
sions come into full operation, 
training the foreman is becoming a 
more vital problem. A friend tells 
me that 34 per cent. of all American 
war factories have already foremen 
training schemes in operation in their 
own works. Only a percentage of the 
subject has so far been tackled in this 
country. i 
Indeed one of the constant diff- 
culties is to get co-operation as between 
the foremen and the, personnel depart- 
‘ment. Mr. F. G. Burns Morton, Works 
Director at the Sketchley Dye Works,* 
hits the nail on the head with these six 
methods of overcoming the prejudice 
of -foremen against personnel and 
welfare officers. The personnel 
manager, he says, must :— 

(1). Recognise the great personal 
influence of the foreman on operatives 
in day-to-day contacts. 

(2. Consult thé foreman, 
than dictate to him, 

(3). Discuss with the foreman before 
rather. than after proposed changes 
are put into effect. 

(4). Acquaint foremen in conferences 
with the firm's current personnel 
policy to ensure understanding and 
uniform application of that policy. 

(5) Provide information and make 
suggestions for the improvement of 
departmental absenteeism. turnover, 
and other matters which help in 
control: 

(6). Develop the status and authority 
of the foreman and avoid undermining 
his. influence by supporting his sub- 
ordinates against him, 

I shall return to this important subject 
next month. . 
СЄ: 


rather 


*New Statesman and Nation. 
TLabour Management, December, 1941. 


fLecture to the Industrial Welfare Association. 
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21 Ideas for Saving Stationery 


wt are a wasteful nation, Possibly 
our once easily earned prosperity 
made us so. But whatever the cause,- 
we are not tackling the prevention of 
waste with anything like the thorough- 
ness its importance deserves. It is a 
paramount part of our duty in the 
national war effort to sec that waste in 
industry is cut to an absolute minimum. 

Here are some ideas that any firm 
сап use to save paper and other forms 
of stationery in its own offices. One 
big publishing firm is already making a. 
game of this paper-saving campaign. 
Jt has organised an inter-departmental 
contest which has engendered a spirit 
of willingness to help in every member 
of the staff. Where esprit de corps 
exists, such a competition is bound to 
succeed. Try one yourself. 

Here are the ideas: 





Seventy-five per cent. of the 

envelopes that arrive in the mail 
can be reconditioned for re-use. Small . 
adhesive labels will, obliterate the 
previous address. Do not forget to 
remove ‘the old stamps. A new P.O. 
regulation makes this imperative. Also 
remember that reconditioned envelopes 
must not be used for overseas mail. 
Do not waste labour by having the 
labels specially printed—a rubber stamp 
will serve the same purpose and save 
the printer’s valuable time. 


Do not use two-colour typewriter 

ribbons unless you can make equal 
use of both colours: Usually the red 
section has only about 5 per cent. of 
the use of the black. 


‘Overhaul your carbon paper usage. 

Most typists get only about 60 per 
cent. of the real value out of the 
carbon. Heating the sheet will redis- 
tribute the carbon when its life is 
seemingly exhausted. 


Remember that paper and time is 

now worth more than prestige. Cut 
out wasteful and expensive letter- 
headings and tell your staff to use the 
internal telephone system instead of 
writing memos. 


Reduce the size of your letter 
heads. An octavo sheet, ‘used 


vertically, will contain just as much 


writing as a quarto sheet of single 
spacing and both sides of the paper are 
used. 


Don't waste time on unnecessary 

printing. If you have a duplicator, 
let that do at least 50 per cent. of 
your mass-produged printed matter. 


Cut out monthly statements except 

where they are absolutely neces- 
sary. One firð recently found that 80 
per cent. of its statements were not 
needed. 


Don't file unnecessary papers and 

periodicals, Keep only essential 
documents and cuttings and salve the 
rest. : 


Make it a habit to clear your files 
once a year. 90 per cent. of filed 


. papers need not be kept over a twelve- 


month. 


LOQ When you are clearing your 

files do not let pins and paper 
clips go in with the paper. They will 
harm the pulped paper, and in any case 
they can be re-used in your office. 


An average of one half of the 

ordinary sheet of blotting paper 
is wasted. Cut your blotting pad size 
in half and see that the edges are used 
as well as the centre. 


LP Dont buy new scribbling pads. 
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13 Use non-filed incoming letters for 

carbon copies, and use the spare 
space on filable letters for the carbon 
copy of your replies to them. 


JA Cut out covering letters or 

memos with order forms, pro- 
forma invoices, etc., especially if the 
latter forms contain all necessary 
information. 


15 

16 Reduce paper sizes ‘for every 
type of letter and form. Don’t 

provide for the largest amount of 

matter. 


Reduce the number of copies in 
sets of forms, 


] 4 Simplify the setting of forms, 

etc.,—printers’ time is precious 
now. Watch for unnecessary proofing 
work. 


JR Save pencils and ink evaporation 
by the use of propelling pencils 
and fountain pens. $ 


Э Give complete control of 

stationeřy stocks into the hand 
of an economically-minded member o? 
the staff. 


DAY Appeal to secretaries and typists 

to make better use of fling 
cabinets and cupboards that have been 
cleared. The cleared space will often 
permit the files to be set out so that 
they can more quickly and easily be 


found. 
21 Encourage your employees to go 
in for block insurance policies 
and so help insurance companies to 
save much paper on individual policies. 
Cut out this list of possible means 
of stationery economy and post it in a 


Old . carbon copies, etc. and prominent place in your office. And 
envelopes, useless for further recon- get that inter-departmental contest 
ditioning, make excellent pads. going to-day. 
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Боп?» that Help E 
Paper Salvage 


ON'T dictate letters that require a 
second sheet merely to carry the last 
line and your signature, This happens in 
more cases than is generally known. You 
cannot, of course, always judge the len 
of a letter when dictating; but keep this 
point in mind, 


ON'T permit the prodigal use of 


printed memo. forms for inter-office . 


use, especially if these are in pack form 
giving multi-copies of each message. 

erbal messages and instructions are not 
always sufficiently positive, nevertheless 


there are plenty of occasions when the- 


internal phone will be just as effective as 
a message on paper. 


ON’T make carbon copies of utterly 
unimportant letters. A proportion of 


every firm’s mail consists of letters of 


à 


which no record is ever likely to be 
needed. ^ Executives, when dictating, 
should give the instruction: “No copy.” 


ON'T have lists, etc, typed on 
separate sheets when they can quite 
well be embodied in one single page letter. ' 


ОМТ use the office * duplicating 

machine without finding out before- 
hand (not merely guessing) the exact 
number of copies required, Issue paper 
accordingly, if there is no automatic 
counter on the machine. 


ON'T throw away. good wrapping 

paper that encloses.incoming goods. 
The dispatch departments of some small 
fims keep themselves going entirely on 
"second-hand" wrapping paper, Some 
wrapping paper. will stand four'or five 
journeys let alone two. 





МОТ "ae printed.,letterheads for 


scribbling paper. Don’t use whole 
sheets of any paper for jatting down 
~ merely a few words or figures. 


“pet store stationery where the tops 
‘and edges of sheets can get dirty and 
damaged. Letterheads and envelopes kept 


in the drawers of desks and.on open. 
shelves are liable to this. 


+ рет throw, away envelopes of any 
size even though they have had a 


'good deal of use, By opening them out,- 6 


the inside will make good memoranda 
pads. ` 


рет throw away used fibre con- 

Ў tainers: open them carefully and use 

again. They're made of paper materials. 
Д ` 


Do keep up your pre-war fasti- 
diousness and have letters re-typed 


because of small errors, etc., made by the: 
“typist. The recipient will not mind a, 


few ink corrections made by your own 
hand. * 


Let your typists know about this соп- 
cession you are willing to make—not with 
the idea, of course, of encouraging their 
scarelessness but to let them understand 

. that, in every phase of office work to-day 
' economy of paper is a national necessity. 

Every once in a while have some теѕроп- 
sible executive’ look over the contents of 
„waste paper baskets at the end of a day's 
woik, particularly in large clerical and 
typing departments, — , 

In far the majority of firms the un- 
noticed waste of paper here is criminal. 


A typist puts in her machine a per-, 


fectly -good letterhead but accidentally 
starts the letter with 1941 instead of 1942, 
or some such lapse; she rips out the sheet, 
screws-it up and tosses it away, It happens 
thousands of times a day in firms all over 
the country: The’ same with envelopes: 
a badly centred address and the thing 
torn up and a new envelope used. 


This sort “of thing must stop. 


There are many other ways in which 
valuable paper can be saved. If you have 
found a new way yourself or have heard 
. `of one which should be given the widest 
. publicity write to the Editor of Business 
'*so that it may be published in the next 

issue of this magazine. 7 
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4j. How to Save on 
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"e Packing Materials 


A? in most other departments of a 
business the dispatch department 
can help to reduce waste. Here are 
fourteen ways in which they can 
assist: ' ? i 


A reduction in the thickness of 
boxboards, carton boards, tin plates 
will save considerably in initial cost. It 
is a false economy, however, to: make 
a slight saving in this way if by so 
doing the number of journeys the 
packing can make will be substantially 
reduced. 


Replace close boarded boxes by 
crates. 


Replace wooden lids of boxes with 
carton board lids. 


Use containers which can be 
returned in the "flat" condition. 


5 Reduce the number of nails used 

in boxes and crates, also their 
gauge and length to the minimum 
which will ensure the safe arrival of 
the package. 


Reduce the quantity of wire, string 
: or adhesive tape used per case. - 


Reduce gauge of stitching wire and 
strapping wire used on bales. 


T 

& Do away with inner cartons by (а) 
slotting sides of outer carton to 

hold the product; (6) using bags as 

“inners” instead’ of cartons; (с) 

packing in larger units or'in bulk; (d) 

doing away with lids of “inners”. 


Cut out al unnecessary printing 
on packages. 


10 
11 


12 
1 З Save old paper waste for use 

as packing material—this is a 
sound means of utilising old secret 
documents. 


Standardise cases and containers . 
where possible. | 


Reduce the overlap of-the inside 
flap of cartons. 


Cut the size, thickness and over- 
lap of inner wrappings. 


1 4. Offer an incentive to customers 

and carmen to return empty 
cartons and crates in-good condition. 
This can be done by differentiating in 
payment according to state of returned , 
containers. 


Savings in the Factory | 


1 Old photographic negatives have 

their uses. Glass ones can have 
the silver cleaned off (that, too is saved) 
and then used for many purposes. Films, 
cleaned in the same way as’ glass, are 
required for pocket- book aud identity 
card covers, etc. 


2 A lighting company reclaims old 

conduit pipes and copper wire by 
using a low-temperature аас The 
heat burns off the insulation but does not 
touch “the metal. 


The finer grades of glass, such as 

medicine measures, test tubes and 
scientific glasses, which have been broken 
are all capable of being made into new 
glass, and are worth at least several 
pounds per ton to-day. There are in the 
country hundreds of thousands of bottles 
and jars which can be returned to the 
dealer for using again. 


4. In the engineering industries enor- 
mous quantities of rags and cotton 
waste are used for cleahing purposes, 


Formerly when these became ‘saturated 
with oil and grease they have been 
thrown aside, but to-day such rags 


should be saved and put through a process 
by which they are cleaned and used again 
in engineers’ workshops, or even for the 
stufing of furniture, The oil which is 
extracted is excellent for lubricating the 
coarser, kinds of machinery, such as 


+ 
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agricultural instruments, bicycles, engines, 
and so оп, Any cotton wastes, indeed, 
can have the oil extracted and both waste 
and oil are of specific value. 


HOW TO SAVE PETROL 


HERE are eight points to commercial 

vehicle drivers: Я 

] See that carburettors are adjusted 

_ to give the most economical 
mixture of fuel and air. 


Increase engine efficiency by tuning 

up the motor and keeping sparking 
plugs - cleaned and gaps properly 
adjusted, 


Drive at reasonable speeds. 


Use gradual 
rabbit” starting. 


instead of “jack 


^ 


Avoid over-use of choke. 


Avoid unnecessary use of first and 
second gears. , 


Cut out wasteful idling. 


? See that tyres are properly inflated 
and be sure that lubrication is 
taken care of at designated intervals. 
x. 
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Office Boys Share 


Paid quarterly, this all-in bonus 


scheme has raised output, cut 


absenteeism 
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By The MANAGING DIRECTOR, 
Of a Small Engineering Concern 

DEVISED this scheme shortly SALES. 

before the outbreak of war, as I & s d 

felt that it would act as a stimulus ` {апаагу 3,111 2 n 
to our employees, and distributed in Seu ve 1 8 3 
the manner shown below it would be sc, 24 А 
appreciated much more as а bonus paid £10,777 о о 


quarterly. Results have proved that 


this is so and it has certainly stimu- 


lated production and interest in the 
work all round. 


We are only a small firm employing 
in all about 120 people (50 odd men and 
youths and about 70 women) The 
bonus is paid to all our employees 
including the shop boys, office boys, etc., 
but exclusive of the directorate. 


` Bonus is Accumulated for Three 
Months 


We allocate a certain percentage of 
cur monthly net sales (turnover) as 
shown on our sales journal; but this 
percentage figure is known, only to the 
directors who reserve the right to 
increase or decrease the figure at their 
discretion. The amount derived for 
bonus is accumulated for three months 
(13 weeks) and the percentage for 
the period is worked out against the 
wages paid during that period. À notice 
is posted up in various parts of our 
works quarterly, showing the amount 
of wages paid and the total amount 
available for bonus; and the bonus per- 
centage receivable by each employee. 
Therefore if an employee in any three 
months wants to check the accuracy of 
the total bonus he has received for that 
period, it is only necessary for him 
to calculate the amount of wages 
received in the period and from the 
percentage posted on the notice board, 
to work out very simply the amount 
he should receive. 


The sub-joined will give you a more 
clear idea I think, of how this simple 
bonus scheme is operated :—e.g., 


Waces Parp, * 


£ sod. 

January 1,451 16 7 
February 1,459 3 6 
March 1,501 4 5 
£4,412 4 6 


~ *These figures are purely hypothetical. 


Bonus 5% on Sales £10,777— £538 17 О 
Therefore percentage of sales bonus to 
wages paid==12.21% (27.28d. in the £). 


Where the bonus percentage works 
out at an odd one as above we take 
it for the closest easily calcuable 
figure to save working out to several 
decimal points and eliminating 3d. In 
the above case we would calculate the 
bonus at 12.50 (12$) per cent. which 
is equal to 2/6d. in the £. The 
difference to be made up by the 
company in this particular quarter is 
approximately £12. On the following 
quarter the percentage may work out 
at 14 per cent. when the figure would 
be reduced to 132 per cent. for ease 
of calculation and the few pounds 
would be set against £12. odd overpaid 
in the previous quarter. Over a period 
of a year (four quarters) the difference 
would not exceed £2 or £3 up or down. 


Every Quarter a Reasonable Lump 
Sum’ is Given 


I have found from experience 
extending over thirty years that where 
a bonus is paid weekly, the employee 
after three or four weeks looks upon 
this as a weekly wage; and the main 
desired effect is lost. One of the par- 
ticular advantages of the above scheme 
is that once every. quarter the employee 
receives a reasonable lump sum 
amounting to several pounds with 
which he is able to purchase a 
new dress or coat for his wife, or a 
suit or rig-out for himself or one or 
two of the children. Another advant- 
age of this scheme is that one employee 
is inclined to pull another one who may 
appear to be slacking up, on the score 
that production is being held up and 
the bonus effected. The third feature 
is that a scheme of this type tends to 
make for a "happy" shop. 

'The percentage of the monthly sales 
to be allocated tó the bonus fund is 
open to determination by the Board. 


In our case this was fixed in 
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This Bonus 





relation to the gross profit taken from 
our certified accounts for the previous 


. year. It will be appreciated, however, 


that the scheme can. be adapted Yo suit 
almost any business with modifications. 

Bonus is paid out regularly every 
quarter with the exception of the 
quarter ending 315+ December, when it 
is worked out to the 11th week-of the 
quarter, so the bonus is paid out just 


‘before, Christmas. The remaining two 


weeks are carried forward to the 
quarter ending March. 
—————— 


Lord Perry 
Slates Bureaucrats 


S our freedom is threatened, so 
too is our prosperity. To-day 
bureaucracy, untrained in commerce, 
has its dead hand on practically every 
branch of trade and industry. It has 
supplanted the old methods of rapid 
and courageous business by its own 
dilatory and cumbersome routine. To- 
day we are told that this must be so 
because the war compels it. Let us 
beware that we are not told later that 
bureaucratic control must continue 
because the needs of peace require it." 
On this theme Lord Perry, the head 
of Ford Motors, writes a vigorous and 
forthright pamphlet "Beware Bureau- 
cracy!" which is published by the 
Individualist Bookshop, 154, Fleet St., 
London, E.C.4. (6d.). Lord Perry is 
particularly illuminating on the methods 
by which Civil Servants build-up their 
control of industry, commerce and 
finance. Business men who are the 
chief sufferers under bureaucratic 
methods will find much to ponder here. 
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SPEND LESS ON PINS AND 
CLIPS 
T99 much money is still being spent 
on paper clips, pins and other 
war-time "expensive" oddments. The 
reason is usually that these-are usually 
requisitioned by typists and secretaries 
in large quantities. How many clips 
are never picked off the floor when 
they are dropped? If they were supplied 
less abundantly and a check was kept 
on each issue these small costs could 
soon be reduced. 


PA Came -- 


: It's sheer drudgery without a calculator 
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This Invoicing System ‘Also 
Controls Stock Inventories ` 


By THE SECRETARY AND CHIEF ACCOUNTANT 
of a Leading Medical and Surgical Manufacturing.Company 


елны planned to, give us 
a detailed area sales analysis, this 
method, of checking daily invoices 
has proved so useful and comprehensive 
that it is now used as the basis of a 
highly successful perpetual stock record. 
Although our normal range consists of 
some five hundred different articles, 
comprising” over 6,000 different parts, 
only four people are neéded to operate 
the system with extreme accuracy. 
. Our products are sold to wholesalers 
and retailers as well as doctors and 
hospitals, all over the country. e 
divide Great Britain into six main sales 
territories, while each area 18 sub- 
divided into counties, giving a total of 
over sixty breakdowns for each article 
sold. Each day there is an average of 
scven hundred and fifty invoices and 
credits, with an average of eight 
articles per invoice and an average of 
twenty-two separate parts per invoice. 
Customers' accounts and credits are 
grouped according to these sales. Each 
month a detailed profit and loss state- 
*ment is. made up for each of these 
classes of trade, showing the actual cost. 
of sales. The sales analysis and stock 
record work begin with the company's 
invoices which are made up in sets of 
séven, including the following copies: 
customer's invoice, stock record copy, 
accounts department copy, packing slip, 
general file copy, statistical depart- 
ment's copy and the final copy used in 
preparing the order register. 


Invoices are Passed Before Goods 
are Dispatched 


Invoices are passed by the accounts 
department before s are dis- 
patched. After the merchandise has 
been dispatched the invoice js returned 
to the order department. The accounts 
department and stock record copies are 
routed together to the book-keeping 
department. Each day’s sales are then 
sorted out by the book-keeping depart- 
ment according to the class of trade, 
then according to the ledgers in each 
class of'trade. After this is completed, 
the invoices for each ledger and each 
class of trade are totalled separately 
and the totals posted to the book- 
keeping departments control ledger 
sheet. The grand total of the day's 
sales for each class of trade, is marked 
on the back of the stock record copy. 
Both the book-keeping department's 
postings to individual ledger accounts 
and the sales analysis prepared in the 
stock record department for each class 
of trade must balance with this pre- 
determined total. 

‚ In the stock record department the 
invoices are run through a rotary 
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cutter, where the top part of the invoice 
form is chopped off and discarded. 
Each line of the invoice containing an 
item is then clipped off into narrow 
strips, which are sorted into a cabinet 
containing spaces or pigeonholes for 
each item. Since the invoices are 
received in the stock record department 
and sorted according to class of trade, 
the invoices are cut up and the strips 
sorted and filed by only one class of 
trade-at a time. 


A Mistake which has Been Passed 
Can Be Put Right .- 


After clipping and sorting a batch of 
invoices, according to sales classifi- 
cations, a day's invoices, all clipped into 
little strips, have been filed in the 
proper spaces for the item each strip 
represents. The grand totals of each 
invoice, on narrow strips of the invoice 
copy, are also filed where they belong. 

With these strips sorted and filed in 
the cabinet, a set,of control tickets are 
marked for whatever class of trade has 
just been sorted and filed. These 
control tickets are imported, first, 
according 'to the class of tradé; second, 
each article on a separate control 
ticket; and third, they are grouped 
according to rotation of spaces for a 
similar article in cabinet. The operator 
then withdraws the strips covering the 
sales of any particular article from the 
cabinet, takes the corresponding control 
tag and proceeds to total both the 
quantity and amount from the indivi- 
dual strips and transfers the grand 
total to the control ticket. 

The control tickets and individual 
strips are then replaced in the cabinet 
spaces until all articles have been 
similarly handled, Then the operator 
withdraws all the control tickets and 
proceeds to total them. The grand 
total must agree to a penny with the 
pre-determined total given to the stock 
record department by the book-keeping 
department. 

As an article is always invoiced at 
the same price, any mistake made on an 
invoice in the order department, if it 
has passed the checker, Is also caught 
in this department and proper 
corrections made. Any strips having 
been incorrectly filed into wrong spaces 
are also caught very easily, either from 
the difference in price, or later when 
taking stock. 

The next procedure is to take stock; 
that is,-separate the individual sections 


of an article, which are to be posted, 


to the perpetual stock record and pro- 
duction ledger sheet. 

The control tickets and individual 
strips are taken out of the cabinet for 


^ 
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cach article at one time. The strips © 
are placed on a small roll and the 
numbers of items sold of eath size are 
then recorded on the control tickets. 
The total of these individual items 
as added on the control ticket must 
agree with the total placed thereon by 
the operator in the preceding operation. 
After these strips have been posted and 
totalled on the control tickets for the 
entire cabinet, and the totals proved 
both in qualities and amounts, the 
individual strips may then be destroyed. 


Grand Totals are Posted to Cost 
of Sales Sheet 


The control tickets for all depart- 
ments for each week's Sales are then 
grouped together by the operator .and 
the total of them placed on a grand 
total control ticket. The totals of each 
item 5014° taken from the grand total 
control ticket are thea recorded on the 
perpetual stock record and production 
ledger sheet. 

he control tickets are then accumu- 
lated for each class of trade for one 
month and the totals of the articles 
and amounts are placed at the end of 
cach month on the sales analysis sheet. 

The totals of these individual sales 
analysis sheets are then grouped on a 
general ledger sheet from which are 
posted amounts to general journal and 
general ledger. No postings are made 
to the general records from the book- 
keeping department's control ledger, 
but the totals of the individual ledger 
accounts must agree in grand total each 
month with the control account in the * 
general ledger. This gives a perfect 
internal check on the accuracy of the 
individual accounts receivable. 

The grand totals of each group of 
articles are then posted to the cost of 
sales sheet. A standard cost system is 
used and all articles are divided into 
their component parts. After the total 
of each of these aroun is accumulated ` 
by multiplying the standard cost of 
each article with the total quantity 
sold of that article, a ratio "applicable 
to this group is applied to arrive at the 
average actual cost of sales. 


Complete Check on all Articles 
Sold from Stock 


For stock-keeping purposes this 
system of control is extremely simple 
to operate. It gives a complete check 
on all articles actually sold from stock, 
as well as on the items returned for 
any purpose or reason. All samples and 
other articles are put through on 
invoices and therefore, full stock 
control figures are available on every 
daily and weekly check up. ; 

The whole system has proved” very. 
ecomomical to operate, as well as 
extremely accurate and flexible. This is 
principally due to the use of original 
invoices and because it is possible to 
prove results definitely in each step of 
thé process. If errors occur it is easy 
to find and correct them. And, most 
important of all in these days of staff 
shortages, only four people are required 
ta work the’ system. i 





A challenge to 
TRANSPORT USERS 





BRITAIN NEEDS 100,000 EXTRA 
. WAGONS AND LORRIES 


Dn S need for 

transport facilities becomes more 
and more urgent. Speedier produc- 
tion demands speedier delivery of 
goods. Thousands more wagons and 
lorries are wanted. They cannot be 
built because of shortage of labour, of 
materials, of time. But let the tempo 
of transport be quickened by cutting 


increased ' 


* 


down standstill time by just 15 per 


` cent., and the equivalent of 100,000 


extra wagons and lorries will come 
into operation practically overmeht ! 
Transport users, it’s up to you. 
Quicker Turnround of the vehicles 
you use will help towards the extra 
carrying capacity Britain needs—but 
you must act NOW. 


Ask yourselves these questions 


. A—Have you planned to make labour available ` 


to load or discharge immediately? Have you 
arranged to load to capacity ? 
2—Have you installed labour-saving equipment 
to speed up loading and unloading? If this 
is not possible, have you improvised ? 
3—Do you help consignees by informing them, 
' m8 far as you can, when the goods you forward 
may be expected to arrive? 


4—Are your arrangements between your office 
and your loading staff as good as they should 
be? For instance, have you arranged for the 
immediate checking of loads ? 


$—Have you talked the matter over with the 
men who actually load and unload ? 


6—Do you make the most of every hour of day- 
light to clear loads, carrying on into the 
blackout when possible ? 


; WORK. -FOR 





Issued Бу the Ministry of War Transport. 


j r Tarnround 


| >: SPEED UP LOA DING AND UNLOA DING 
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; i Paying “Workers” during 


Breakdowns - 


INCE Bienes published in 
November three methods adopted 
by firms on work of national importance 
to solve the urgent problem of how 
to pay piece rate workers when they 
are unable:to continue at their normal 
jobs; a mumber of well-known com- 
panies have also given us details of 
their methods of dealing with this 
urgent subject. ' 

Practically all admit that there is no 
completely satisfactory answer to thé 
problem, either the worker thinks he 
is being hardly treated or the employer 
has to pay out more money than is 
justified by the job. | 

From Murphy Radio Ltd, of 
-Welwyn Garden City, comes the state- 
ment that they make no change in the 
basis of payment when an operative is 
moved temporarily from his normal 
work: "It is, of course, understandable," 
they tell us, “that operatives raise 
objection to payment on the time rate 
for such stoppages, as this is normally 
' much below their total earnings. This 
objection сап be:met by paying for 
such stoppages a rate computed from 
the operatives’ average earnings over 
an agreed period.” 

“леп”. Rate Payment Satisfies 

Employees . 


Cunliffe-Owen Aircraft Ltd, say 
that they solve the problem to the 
satisfaction of the employee by the 
payment of a "lieu" rate. There is, of 
course, the disadvantage that the 
employer is, in.effect, giving a tem- 
porary increase in wages by 
method, and this will obviously effect 
` the cost ОЁ a job paid at “time” rates, 


: “None-the-less, since the alternative to, 
. the ‘time’ rate job is probably 


‘idle 
time’, the employer is so much better 
off", 
pany, "and I personally have known a 
case where the day work rate was 
‘costed to the job.executed by the 
cperator and the ‘lieu’ rate charged as 
- idle time’ against the job on which 
the breakdown occurred." The "lieu; 
rate used in this method is a percentage 
of the day rate equal to the average 
bonus earnings of the workers. 
Mitcham Works, Ltd., the manu- 
facturing end of one of the largest 
.€lectrical and radio groups in the 
'couhtry, have two alternative solutions 
which they use in cases like this. 
* (1). Tf the job to which the operator 
. 18 transferred has no piece rate; then, 
provided the operator gives satis- 
, faction, an allowance of approximately 
10 per cent- on time rate is given. 
(2). If the job has a piece rate, but 
the operator, due to inexperience, can- 


not be expected to earn bonus, then an: 


allowance on the piece work rate (the 
actual amount depending,on varying 
conditions) is awarded the че 


as зы» ГУ = 


this- 


say the secretary of the com- ’ 


„the 





à 


and. Hold-ups 


This firm states that they have found 


the judicious use of the above con- 


cessions has reduced workers’ dissatis- 
faction to a minimum. 

The Rawlplug Co. Ltd., state that if 
their employees cannot -earn bonus 
through no fault of their ówn when a 
breakdown or hold-up occurs the firm 
pay a bonus of 25 to 75 per cent. of 
their average earned bonus. The 
amount depends on their length of 
service and general behaviour. At 
times the company is forced to take 
operators off bonus work to do some 
urgent time work and the management 
feels that thé workers should not suffer 
in consequence. -This same method is, 
therefore, adopted as, though ae break- 
down had occurred. 


Men are Transferred to 
Similar Jobs , 


The Dunlop Rubber Co. Lid., tell us 
that while the company. does not admit 
the principle that when а man has’ 
been accustomed to high éarnings, he 
should always have those high earnings 
no matter what job he is put to, they 
realise that the circumstances of 
individual cases differ very widely and 
they, therefore, seek a compromise. The 
usual compromise that they find practic- 
able is to transfer, as far as possible, 
men to another operation similar to 
the one that they have been accustomed 
and, on which they have a reasonable 
chance of earning as much money. To 
give them time to get accustomed to 
the new work, the company occasionally 
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R. C. G. :WILLIAMS.. Sécretary 
MURPHY RADIO LTD. - 


& R. E. CHOWN, Secretary". 
CUNLIFFE-OWEN AIRCRAFT LTD. 


C. F. COGSWELL, Secretary 
MITCHAM WORKS LTD. 


J. BUNYAN, M.Inst.B:E; 
Works Manager 
THE RAWLPLUG CO. LTD. 


A. HEALEY, Works Director 
THE DUNLOP RUBBER CO. LTD. 


By Five- Famous. Tims- a 


makes them a special allowance for 


one or two weeks. 

A. difficult problem which the Dunlop 
Company sometimes have to solve 
arises when a small group of men have 
to be selected from a large group for 
transference to other work. It usually 
happens that the men selected are the 
most versatile and experienced and able 
to do the new work reasonably well. In 


such a. case it is obviously not right ` 


to penalise the transferred men by 
insisting on them receiving the lower 
rate of pay. 

From these ideas, and those published 
two months ago, it is obvious that many 
progressive firms definitely seek to go 
far beyond the minimum rates of рау-` 
ments provided for by the Essential 
Works Order. If you know of any 
other workable scheme that can be 
used to provide a temporary standard 
of pay that is equally satisfactory to both 
management and worker write to the 
Editor of Business so that we may 
pass it on to other readers who are 
still seeking a solution to this problem. 





We 


WHEN the boiler was fired up the 
furnaces a few weeks ago and 
radiators started pounding and 
popping, many an office or factory 
worker began to breathe second-hand 
air—air that other. employees had 
breathed. And, as we all know, this 
stale second-hand air brings colds, 
headaches, stifles initiative, doubles 
mistakes. 

No one has ever attempted to assess 
the millions of pounds of waste in 
disgruntled customers, in errors, in 


- slow, poor, ‘lackadaisical work caused 


by poorly ventilated work rooms and 
office with’ fresh air coming only from 
narrowly opened windows. 

The workers sitting by the windows 
demand that windows be closed. The 
workers away from the windows 
declare they are suffering from héat, 
and while the arguments go on, errors 
roultiply, nerves snap,.heads ache and 
workers yawn. Altogether: workers’ 
yawns caused by poorly ventilated 


Can't Afford ^ 
Thousand Pound Yawns 


offices and work shops cost industry 
millions of pounds a year. Of course, 
they don't cost you a million pounds— 
but your bill goes to make up the total. 

This fact, without assessing the loss, 
comes to light once more in the Annual , 
Report on Factories, 1941, by A. W: 
Garrett, Chief Inspector of Factories 
(Home Office). The need for better 
ventilating systems in most factories 
is stressed as strongly as any Civil 
Servant dare stress it. BusiwEss has 
persistantly argued in the same, strain 
for many years. Industry cannot afford 
its very expensive yawns. 

Don’t roast some of your employees 
this winter, while you freeze others. 
Don’t send them home with colds, 
headaches, and aboye all don’t keep, 
them going through the ‘motions of . 


work in a stuffy, ill-ventilated room, . 


when modern ventilation equipment 


would give all of them the kind of pep | 


that speeds Work, warms the hearts of 
customers and creates initiative. 


i 








CORPSE of a 


GERMAN FIREBOMB 


-killed by new 5/20 second | 
method of ATTACK ! 


OUT BEFORE MISCHIEF STARTS 


LES than two pints extinguished it! Two pints of 

liquid INCENDE X—the answer of British science 
to the fire-blitz menace—more than ten times quicker 
than water could BURN it out! 


Already 5,000 experts and property owners have seen 
this done. Already hundreds of businesses whose ! 
names are household words have been protected with , 
INCENDEX. Already enough INCENDEX has been , 
distributed to destroy 500,000 German firebombs ina : 
matter of seconds. This new method is speedy, safe 
and CERTAIN. Full details are given in illustrated 
folder, free on request to property owners. 


y^ is 


Pat - Pending 





Stamp for reply postage will oblige 


PHELPS BEDDARD LIMITED 





(DEPT.5B)GEORGIAN HOUSE, 1 39 SLOANEST. LONDON, S.W. 1 E 


Sales Dept, SLOANE 1362 General Office SLOANE 5531 | 
Telegraphic Address: “ INCENDEX, KNIGHTS, LONDON" 
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HE’S WORTH A 
PENNY A WEEK 
ISN'T HE? 





He might have been one of your work- 
people or someone you used to see on the 
train every morning—and now he needs 
yout help. He relies on the Red Cross for 
his weekly parcel of food and comforts— 
and the Red Cross depends on the weekly 
pennies of your employees. If they are not 
already contributing will you please give 
them facilities now? Write to: Red Cross 
Penny-a-Week Fund, 37, Bramshill, Ever- 
sley, Nr. Basingstoke, Hants. 


Get your 


PENNY-A-WEEK FUND 
vin going NOW CN 


AND HELP THE RED CROSS & ST. JOHN 


‘sation of the British Red Cross Society and the Order 
the War Organisation of Ree ср гу 


acd ohn of Jerusalem, ar Charities Act, 1940. 


af St. 
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. COTTON 60008 GOODS EXPORTS DOWN BOX RAYON. YARNS | HIT NEW“ "HIGH" 
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Rayon Yarns MT 
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Courtesy of '' Manchesier Guardian" 


Exports of cotton piece goods are already down by 50%; now a further 
cut is enforced. But both rayon goods and S nies are well above pre-war 
level despite all han : 


TREND OF TRADE 


Non-Food Shop 
Зо°„ Pre-War 


30°/, 


Sales are Now 


Says CECIL CHISHOLM, M.A., 


Business 


ET again private business faces a 

new and even more agonising 

situation. With three wars on our 
hands, we must expect many more 
turns of the Governmental screw on the 
thumbs of private business in the 
coming year. The gradual de-reserv- 
ation of hitherto reserved classes 
throughout the year will present 
terrific staff problems. The pressure on 
shipping will strike export yet another 
blow. Already the export of cotton 
goods is to be reduced by 50 per cent. 
A new series of goods has been 
rationed in the shops. : 

А further contraction of private 

usiness seems to be inevitable. Only 
extreme ingenuity and resource, the 
continual training of youngsters from 
14—20 and the re-absorption of retired 
men and married women over 30 will 
give us the level of output required 
both in the war industries and in 
private business. ? 

At last the contraction in civil pro- 
duction is reflected in the shop sales 
figures’ Shop sales fell in value by 
14.1 per cent. in October. This means 
a fall of around 42 per cent. allowing 
for the rise of 30 per cent. in the cost 
of living. 

This fall in sales is almost entirely 
due to sales of general mechandise. 
There is practically no change in the 
sale of food; that in general mer- 
chandise is 23.5 per cent. in value pro- 
bably 65—70 per cent. in volume. This 
is by far the largest fall since the war 


(No. 


Consultant 


‘began. It gives some idea of the 
extent to which production and sale of 
consumer goods has shrunk. 

Meantime the number of redundant 
shops in certain lines ‘becomes greater 
every day. Most confectionery shops 
ате not operating for more than two 
days a week in very many areas. Only 
extreme ingenuity and the high level 
of prices enables thousands of other 
shall shops to carry on. The Board of 
Trade has failed completely to cater 
for the concentration of the selling end 
of business. In some towns shops of 
a similar nature have made arrange- 
menis whereby retailers called up are 
«enabled to carry on by transferring 
their customers to a competitor who 
pays them a share on cither the profits 
of the sales so acquired or on the 
additional turnover. 


-New Situation Penalises the Small 


Shop-keeper 


The new Location of Retail Business 
2) Order stops the opening of 
premises for the sale of goods previously 
sold there except by licence. It also 
limits the addition of new lines to such 
a business unless the previous owner 
had sold a substantial proportion of 
goods in that category. In other words, 
the sale of'one line of chocolate will 
no longer euable a newcomer to set 
up as a confectioner. 

While this modification of the old 
order will prevent a multiplicity of 


small shops, it will not protect the small 


—— 6—5 — 


shop against either the general stores 


or the department stores. For all of 
these normally carry so wide a range 
of goods that they will be able to add an 
almost unlimited number of new lines 
without breaking the law. ' 

The cost of living remains astonish- 
ingly steady. Certainly the Government 
can claim little credit for this, for they 
have neither price policy nor wages 
policy. Wages are already 42.1 per 
cent. above the 1938 level. Only luck 
will prevent them rising further. But 


. what business wants is a definite policy 


on wage levels instead of this trusting 
to blind chance, meantime, the best 
paid workers in the country have 
secured another 5/- a week in their 
basic wage; no serious matter but com- 
pletely illogical. 


Another Turn of the Screw on: 


Export -Trade 


Meantime a little further information 
has emerged about exports. As our 
chart shows cotton exports have fallen 
by around 50 per cent. while rayon 
exports are keeping a high level. There 
is now good news of coming woollen 
exports. The export of woollen tissues 
increased from 11,418,000 sq. yds. in 
the third quarter of 1940 to 15,468,000 
in the same quarter of this year. 

The sale of worsted tissues abroad 
fell rather heavily. But the sale of both 
woollen and worsted yarns have been 
well maintained, showing an increase 
of around 50 per cent. on 1940. 

The Department of Overseas Trade 
has indeed a difficult task -before it in 
the coming days. Tt must keep the 
amount of raw materials from abroad 
to the minimum; yet it must allow our 
invaluable textile industries to maintain 
their foothold in their main foreign 
markets. 

I think we can trust the independent 
business executives in the Board of 
‘Trade to keep the long range- case for 
British business before the Civil 
Servànts. : 
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In November the cost of living 
climbed to 101: now the curve 
has levelled out 
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TH: PAP SHO. STAGE 


A CONTRIBUTION TO 
VICTORY 


































The increasing shortage of paper 
makes the War Economy Label 
more necessary than ever. Ап 
Economy Label uses consider. 
ably iess paper than a new 
envelope, You will be making 
a real contribution to the war 
effort if you will save your old 
envelopes and use them over 
and over again. 


Specify ‘BUTTERFLY BRAND” 
Noncurling Gummed Papers 


[SAMUEL JONES є Co Lip sist 









HE PROBLEMS of Canteen Kitchen Planning can be 
entrusted to our highly skilled stafi—experienced 

in practical work—who will advise you in the choice of 
the most suitable equipment to meet your particular 
needs. The famous ESSE Heat Storage Cookers 
b, >a . VR NA : (burning Anthracite or Coke) are designed to give 
| \- : T 7 ete A Economy, Efficiency and Reliability. Used alone 
: 24 or in conjunction with our stream lined steam 

heated equipment they allow of maximum 


output with minimum of labour. 

When writing for particulars ask also for details of ESSE Steam Cooking 
Equipment which incorporates the latest approved safety principles with 
modern design. 
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Head Offke & Works : BONNYBRIDGE, SCOTLAND 
London Showrooms : 

63 Conduit St., W.1 1i Ludgate Circus, EC.4 

LIVERPOOL - + ` - 20 Canning Place 

Also ar { EDINBURGH - - - 17 Greenside Place 

GLASGO 11 Dixon Street, C.I 
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Seven Short Cuts to 


Office Efficiency 


Number Plan Prevents 
Loss of Mail 


ACH letter addressed to 
salesmen or travelling 
material chasers. from one big 
firm bears two serial numbers, 
followed by the name of the 
town to which the previous 
letter was addressed, as well 
as the serial number of the 
„previous letter. Thus, if a man 


receives letter No, 38 in Stoke-- 


on-Trent, below the number of 
that letter ought to be No. 37 
есер. If he had received 
the Liverpool letter all well 
and good, but if he receives 
letter No. 38 before he receives 
letter No. 37, he knows at a 
glance where to ask for it and 
how to trace it, This is of 
particular value these days 
when, for various reasons 
letters are sometimes delayed 
for two or three days in 
transit. 


A Short But Good 
Collection Idea 


NE of the shortest but 
most effective collection 
letters on record is employed 
by a Midlands firm. It “says, 
simply “At your convenience, 


will you call at our offices and. 


ask for the undersigned?” This 
letter rarely fails to bring in the 
delinquent debtor for the per- 
sonal conference which credit 
executives find to be all impor- 
tant in collection procedure. 
The enigmatic tone of the letter 
is held to be a prime reason for 
its success, The debtor is left 
completely in the dark as to 
just what will happen, or when, 
if the request in the letter is 
not obeyed. Another note of 
mystery is that the name signed 
to the letter is not that of any 
individual , with whom Ше 
debtor has had previous corres- 
pondence. 


Saving Telephone Switchboard Operator's Time 


HIS scheme for checking 
the whereabouts of 
executives and salesmen 15 
found to be very effective by 
one sales organisation, Each 
member of the executive roster, 
as well as each salesman, is 
represented by а card ‘filed 
alphabetically in а visible 


index, A cabinet is not needed 


—the single drawer being placed 
where it is right at the 
operator’s elbow and at the 
same time available to execu- 
tives and salesmen for -ready 
reference, Я 

On leaving the office a тап 
may leave a memorandum on 
his card in the file, as to where 
he may be located or the time 
he will retum. And, оп 






DICTOGRAPH SOUND INSTALLATIONS · 


returning, he consults the file 
for any notes which the opera- 
tor may have left there during 
his absence, Also, a file card 
may be flagged to indicate 
absence from town. 

Such a file materially saves 
switchboard time, The operator 
knows at a glance whether an 
individual called for is in the 
office, or where and when he 
may be found. And it is just 
as effective at the executive end. 
Verbal transmissions, with their 
liability for error, memoranda 
left on desks for hit or miss 
delivery, irking of customers 
“because the other girl was on 
the board then,” and numerous 
other daily thistles are weeded 
out by hush all comings and 
goings through this visible file. 


How often do you waste much valuable 
time through Беш tied to a desk waiting 
for an expected telephone call or other 
suromons to attend to some urgent matter ? 
With the *Dicto-Call System of Loud- 
speaker Control and Staff Location, you 
can pass with an easy mind from department 
to department, knowing -all the time: that 


t * 


New Training Plan for 
Office Employees 

NE big insurance company 

has approximately 1,400 
employees in its head office. 
Experience has shown that the 
best employee for them is a 
girl just out of high school or 
business college with no pre- 
vious experience of business. 
When a individual joins the 
firm with this background, or 
lack of it, she learns the ways 
of the firm and has no inhibi- 
tions to be destroyed, Once 
having fallen into the manner 
of the firm she does not usually 
seek to change her employment. 
Such girls are easily moulded 
into form for the production of 
the best work. 


Questionnaire Brings 
Back Old Customers . 


NE big company has 
found a special question- 
naire sent to old customers a 
splendid plan for getting a true 
picture of the way in which the 
customers view the company; 
for showing customers that the 
company is really interested in, 
and appreciative of their 
business, atd for helping check 
its own service to that offered 
by competitors. 

The questionnaire promotes a 
much better feeling between the 
company and its customers, in 
addition to giving many usable 
suggestions “for improving 


Š- BUSINESS for JANIIARY, 1942. 


service and righting errors 
which the answers point out. 
The questionnaire contains 
sixteen questions, all designed 
to give the customer an 
opportunity to tell what he 
thinks of the company '8 service. 
Some of the questions are: 
“Do our materials ever cause 
trouble?” “Do you consider our 


service, good, fair or.poor?” 
The questions are run off on a 
duplicator. 
Saving Time when 
Dictating Letters 
ЕМ dictating to a 


machine or typist many 
people repeat the name and 
address on each letter to which 
they are replying. A better 
plan is to number each letter 
and to dictate only the number 
to the machine or typist. As 
the dictator speaks the number 
he writes the corresponding 
number on the relative corres- 
pondence. so that the dictation 
on the cylinder or the short- 
hand notes are easily matched 
with the proper correspondence. 
Some correspondents also write 
the type of salutation wanted 
on the incoming letter, this is 
done while dictating, For . 
example, if the correspondent 
wants to say “Dear Mr. Smith,” 
he writes this on the letter, 
similarly, if he wants a more 
formal greeting he indicates 
that in writing. 


This System Saves Filing Room Bottlenecks 


LARGE sales organisation 

formerly used a central 
filing system for all corres- 
pondence and papers. Their 
former practice was to gather 
together all the papers from 
file trays in the various depart- 
ments and sort them out in the 
file room, This resulted in a 
very heavy load of material to 
be sorted each morning, They 
overcame this problem by 
using a paper and canvas 
alphabetical file instead -of the 
ordinary file trays in each 
department. Typists now place 
their filing in these alphabetical 


м 


LOUD 


= 


terms, and 





no matter where 
instantly found. 


files, which are collected each 
morning by the file clerk, who 
leaves an empty one in its 
place, Thus the files collected 
deliver all the day’s corres- 
pondence and paper in a rough 
alphabetical order. 

Further advantages are that 
if the department wants a letter 
which was filed the previous 
day, it can readily be found in 
the alphabetical folder unless 
the file clerk has already put 
it in the proper file, and, of 
course, the load of material to 
be sorted in the file room по 
longer exists. 





IH find Mr. Brown at once— 


we've got “ DICTO-CALL “ 


SPEAKERS’ 


п may be you can be 
bis is but one of the 


and practical advantages of a 
systen including Music and Radio Broad- 
casts, Roof-spotter Control, Instant Loca- 
tion of ‘Key’ A.R.P. Men, etc. 

e Full анон, estimate of cost or rental 
demonstration on request. 


@ Under present conditions we can only cater for those firms engaged on Government work. 


Branches at GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE, BRISTOL, CARDIFF and DUBLIN. 





ABBEY HOUSE 


-WESTMINSTER 
ABBEY 5572 (3 lines ) 
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The quick and efficient service of 
refreshments is easily effected by the 
use of SPEEDISERV units. 














They are of all steel welded construc- 
tion, mounted on rubber tyred ball 
. bearing swivel castors and attractively 
finished in hard wearing cellulose to 
approved shade. 


Tea, coffee or any chosen beverage 
may. be prepared in a remote kitchen 
and the stainless steel lined SERVOT 
insulated urn ensures that flavour and 
temperature are not affected in any 
way. 










Illustrated is the SPEEDISERV “D,” 
which has a service capacity for 300 
persons, We shall be pleased to submit 
details of the entire range upon request. 


KITCHEN ENGINEERS 
BELL STREET, LONDON, N.W.| 


Telephone: PADdington 4086 
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Britain Shall not Burn. . UF . 


THE PROMISE OF THIS SLOGAN 
CAN ONLY BECOME HARD FACT 


the grim lessons of the past are welded into the 
tactics of the future. 


If Fire Brigades have the co-operation of industrial 
Fire Fighters—those who are "there when it 


happens" and thus are the only ones who can spring to it and 
tackle incendiaries within a few seconds of their falling. 

If (the third, absolutely imperative IF) those 

Industrial Fire Fighters know precisely what to do 

and how to do it, Essential for this are sound organisation, good 


training, the right equipment, and complete mastery of that 
equipment to ensure its immediate use in the most effective way. 





THE. NUSWIFT COMPANY make it their job to train 
members of your staff as efficient fire fighting units, by means of 
lectures, instruction, practices under fire conditions, in fact 
A 


from the to Z of INDUSTRIAL FIRE FIGHTING. 
Nuswift-trained fire fighters have 
saved thousands lives and 
millions of pounds' worth of property, 
and have (single-handed with the 
Nuswift R.S.Q.) extinguished as many 
as eight German incendiary bombs 
with one charge. For full details of 
our important instructional service get 
in touch with the Technical Adviser 


(B.1). i 


THE NUSWIFT ENGINEERING CO. LTD, 
ELLAND, Yorks. ELLand 2452/3 


of 








Telephone: 
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[Industrial Production 
^ Industria roduction. 
d | Equipment > 

at 3 Е TEC ` | | ^ In order to prevent emission of light р 
ef | W 7 | 1e. C : t l f s from facon doors through which - 
X A " < ` - workers are liable to pass an arrangement 

£c : З аг- ime on ro о such as that shown in fig. IT, will be satis- ` 
P- or г : , factory, provided that the proportions 
eee : F | e | e shown are adhered da For ште: 
FPE LS - used by trucks or han rrows it may be 
ge ; actor y ig ting possible to arrange double sets of swing 
сї B А я doors as in fig. ЛІ. Each set of doors 
5 ` ` should be arranged .to open’ in one. 
Paste ny E yy m . direction only, and to close automatically , 
Са . Sıx Points for Better Illumination by spring or counterweight action, | Such 
б í ы Е an arrangement is not, of course, perfect, 
E RP, : Without Blackout Worries . since both sets of doors of a light lock 

Б . . might ооо be Opened at me 95; 
E К EC EN. Pe qu de ; ; { time. Supervision or mechanical contro. 

К N peace-time it is important to indivi- -radiation from special lamps, in order to“ £ А 
MOM Am firms that their rate of pro- render luminous such articles as switches, D RAM desirable zm iocos d а: 
ыр duction should be maintained at a high dials, control handles, motor starters and ‘TUCKS do nol 107OW ea o closely. 
Z7. - evel without debasing the quality of the other important’ pieces of mechanism Degree of Exterior Lighting 2e 
Ка » ` manufacturers. which have been ecially treated with N ae 
xit. Any and every obstacle to rapid and fluorescent paint. Since practically no ecessary 


MET efficient production must be overcome, and; 
JS. 7 advantage must be taken of every justifi- 
iu. # -able scientific method of assisting the work 
‘ iu hand. Before the war, progressive 
\ 7. firms had satisfied themselves that ‘good 
: , artificial lighting was desirable, even 
i UNS though.it may only have been in use for 
| а few hours а day; Now, when so many 
4 "factories. are employing artificial lighting 
XT „continuously day and night, it is not only 
: 1. “desirable, it is imperative. 


Good Lighting is Worth th 


CP Expense | 
ДЕ: Good lighting is ‘no more difficult 
г lighting to obscure, and 


- -than bad e 
i^ , any extra expense incurred is certainly far 
' outweighed by the benefits that good 
lighting will bring. The factory executive 
tU 0 who, before the war, thought of lighting 
: ^ in terms of 200-watt lamps should now 
consider using lamps of 300 watts (if only 
to comply with the new Government 
lighting standards), not the undiscriminate 
use of 15-watt and blue sprayed lamps in 
. „locating where their light output is totally 
zs inadequate, ` 
- °° There is no doubt that, in order to 
t^, , comply with the provisions of the 
.* .. Lighting Restrictions Act, a number of 
industries are having to face difficulties, 
: hitherto «unthought of. But there is 
э nearly always a satisfactdry solution to 
: be found that will not mean that factory 
"workers will have to be deprived of their 
„all-important light, the one thing that 
ensures tliat, they will be able to turn out.. 
accurate work. 

Wall mounted exhaust fans, essential 
to yentilation, are often rendered ineffec- 
tive by.some methods used to prevent light 
'escaping through their parts. For use in 
such cases a light trap similar,to that 
shown in fg. I. may be suitable, The 
oat louvres and head will obstruct, the flow of 
ОУ” air'to a certain degre& and allowance may. 
^ have to be made for this, especially in 

the case of spraying booths, etc, by 

ў каше up the fan or providing a second 
ап, . 
In certain interiors it may be found 

- advisable“ to utilise the — ultra-violet. 














ED 
4 


visible light 19 given by these lamps they 
dre particularly useful for enabling the 
necessary control of plant to be maintained 
although the blackout arrangements for 
normal lighting may have been: rendered 
useless by accidental damage, or if the 


"Ünormal lighting is switched 'off for any 


reason. 

In all cases it is desirable, and in some 
cases it may be compulsory, to have a 
system of aet lighting and direction 
signs inside the factory which can Be used 
to assist in evacuation of employees to 
air raid shelters, after the main lighting 
has been switched off. In particular it 
is necessary-to provide sufficient light to 
show the position of gangways, obstruc- 
tons, ramps and steps, Direction signs 
are particularly important at exits. 





Figure 2, Prevents lights showin 


sets of duin) doors ' 


Three methods of lock lighting. Figure 1. A Hght'trap may be šuitable. ` 


While the blackout should be as com- 
plete as possible during the hours of dark- 
ness, the Ministry of Home Security 
recognises that a degree of exterior 
lighting is necessary for certain essential 
work to be carried on. So far as 
factories are concerned three levels of 
exterior illumination are allowed, namely,» 
maxima of .002 .02, .2 foot candles 
respectively, but before putting any . 
installation into service it is necessary to 
obtain the approval of the local police 
authorities. In all cases, except where 
special exemption is granted, these lights 
must be extinguished on receipt of an'air 
raid warning. They should, therefore, be 
wired separately from ordinary 


eircuits, and controlled, ~£- possible, from 
a single master switch, 5 





h the doors; Figure 3. Double . 


r х 


lighting. >. 
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Я ТАКЕ 
Lye —Q still on it creeps, each. lithe а 
4 moment at another’s heels till hours, days, years К : i 
MIS and ages are made up of such small parts as thes c.c 
Men look back worn and bewildered, wondering what 
it is, for it travels like a ship in the wide ocean that has no 
_ bounding shore to mark its progress. Johanna Baillie. 


SAVE TIME in Time Recording 
| with the NEW 
MAGNETA TIME RECORDER 


ONE HAND OPERATED. 


ә ACCURATE. COMPACT. 
: ^ : Prints full size records on 
FOR INFORMATION OR LITERATURE WRITE OR PHONE ' standard size Time Cards. 


THE MAGNETA TIME COMPANY L™ 
ome GOBLIN роо: ERMYN WAY, LEATHERHEAD, SURREY ASHTEAD $66 1B LINES) 


LONDON OFFICE: 53/54. HAYMARKET, 5.W.1. TELEPHONE: ABBEY 2366-7. 


00] j 
Attain 
E f full i Light output 
FREE ADVICE we wit. сіло 


SEND A LIGHTING ENGINEER TO ADVISE 
YOU ON A LIGHTING LAYOUT USING 


EITHER 
f WRITE FOR 
TUNGSTEN FILAMENT LAMPS LIST NO 
“SIERAY. ELECTRIC DISCHARGE LAMPS : . 
"SIERAY - DUAL" LAMPS | F.T. 976 
WE OFFER THIS SERVICE WITHOUT ANY OBLIGATION, 





SIEMENS ELECTRIC LAMPS. AND SUPPLIES LIMITED, 38/39 ‘Upper. Thames. Street, London, ЕСа 
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Getting Quicker Turnround 


Rm transport is still not being 
turned round quickly enough. 
Hence the M.O.W.T. campaign on the 
subject. We give below methods used 
successfully by iron merchants, a light 
engineering works and a food manu- 
facturer to get quicker turnrounds. 

Immediately after an order is taken 
by Cohen, Sons & Co., iron merchants, 
advance notes are prepared in the 
office ready for the drivers. The iron 
is stacked in the yard ready for 
collection. 

When the loading gang come on 
after blackout in the morning, the 
dispatch clerk goes round with the 
driver to show him exactly where the 
materials are lying. The iron is then 
loaded on to the lorry and taken away. 


Consignees Could Help by Using 
Better Methods 


A bottleneck sometimes occurs at the 
other end. The lorry arrives to time 
but there are no men available to 
unload it. They may be working on 
other important jobs and only leave 
them to unload.the lorry when they are 
finished. On long journeys, materials 
are unloaded more promptly, but on 

» local calls, this firm estimates that more 





ne Illustration, in the background depicts 
“ Metrovick ” Мар product—a Flymbeel 

Мою r Generator Set, отот ГЕ еа 

Н. PS. 1. Motor driving tmo I 

, Э.С. Generators through Flatd Coup. ing 


METROPOLITAN-VICKERS ELECTRICAL Co. Ltd 


From Experience of: 


Cohen, Sons & Co. 

J. Lyons & Co. 

F. A. Norris & Co. 
ө 


time is lost in waiting for their lorries 
to be unloaded than in transport of the 
goods. Can these methods assist con- 
signers also? 

Co-ordination of departments work- 
ing to a strict timetable, permits J. 
Lyons & Co. to use its transport fully 
and efficiently. 

Drivers concerned with the carriage 
of heavy goods are paid a bonus on 
loads in addition to their wages. This 
gives them a financial interest in the 
number of loads they take. 

Orders are deposited with the bond 
warehouses before the lorries are sent, 
which ensures that the goods are sorted 
and ready when the lorries call to 
collect them. Factories where tea is 
blended are informed by telephone that 
so many chests of tea will be arriving 
at a certain time. If necessary, there- 
fore, staff is diverted from less urgent 
jobs to handle it when it arrives. 

Other departments at the factories 
are also advised and are able to get 
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manufactured goods ready for the 
lorries to take back. The only serious 
hitch may occur at the wharves where 
lorries must take their turn to be 
loaded. 

Each day a lorry containing five tons 
of materials is sent out by F. A. Norris 
& Co. Неге too the advance note is 
ready the evening before the journey, 
so that the driver is not kept waiting. 

The loading gang begin immediately 
after blackout. The lorry is usually 
loaded before 10 a.m. The sooner the 
lorries get down to the trucks, the 
quicker they arc able to dispatch their 
goods. If they come late they ,must 
take their turn in the queue and wait 
sometimes for hours. This system has 
greatly increased the ton-miles worked 
by the lorry. 





ENO PROFITS IN CANTEENS 


Robert R. Hyde, Director, Industrial 
Welfare Society, writes to point out that 
in the p aper of his which we quoted last 
month, Mr. G. Whittaker did not intend to 
suggest that a net profit can be made from 
a small works canteen, Costs which have 
to be covered before a surplus is shown 
do not include the manageress’s salary, 
rent and other overheads in this. case, In 
fact, as our readers are well aware, no 
canteen can make a profit for the manage- 
ment, The aim can only be to-avoid losses 
on the actual running of the canteen, 
apart from capital charges, etc, It is a 
recognised practice, in fact, that where 
takings show a regular excess over 
expenses, this excess is returned to the 
customers in low er prices or better value. 


To-day the need for good 

light In offices, works and 

factories Is more vital than 
ever 


Consult— 


METROVICK 
ILLUMINATING 


ENGINEERS 


whose services are always 
at your disposal 


= NUMBER ONE KINGSWAY, LONDON, W.C.2. 


The care of. the Eyes 
in ‘the Metal Trades 


These hints are. approved by Medical Authorities. 








Eye hazards are generally recognised 
as,the most serious of all non-fatal in- 
‘dustrial risks. 70% of eye injuries are 
occupational in origin and the majority 


occur among metal workers. In your own - 


. interest therefore— 


. See that guards and screens to Ыш; especially 
- abrasive weeds, are properly attached. 


| ' 2 Always wear your goggles on the job. 


3. Don't swap or lend your goggles—keep them 
both clean and sterilised. 


- 4. If dirt or metal enters your eye, don't aggravate 
. the trouble by rubbing or getting your mate to 
: remove. Always bathe the eye with an approved 

medical eye lotion. 


„5. If you have the slightest doubt regarding your 
‘vision, visit your optical consultant immediately.” 


You have only one pair of eyes—safeguard them and 
conserve your vision. 


Issued by the makers of Optrex (Brand) Eye Lotion. 
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Just as the pedigree of a dog ensures hls many 
good points—so it Is with the “breed” of 
successful Industrial products—for example : 


ALL BRITISH 







COPYING PENCILS 


(the ‘* Fastest " Pencils in the world) 






and which regular users say are unequalled in 
thelr range of colours - variety of degrees In 
hardness and softness and In Indeliblitcy _ for 
every requirement. d 


` Well- users should know best 
dispute their opinion. 









so we won't 













In normal times there are 8 colours, 6 
grades from very soft to extra hard, but 
if, during War-time variety and supplies: 
are somewhat restricted blame one “МАМ.” 











There Is also a full range of all-British Cumber- 
land Pencils in non-Indelible types to suit езегу 
requirement from 9H to 6B 






State your speclal requirements and let us send 
youa sample to try out. А 








PRODUCED AT THE: “BIRTHPLACE oF- PENCILS 


Gm PENCIL CO LTD- KESWICK 


Sales and кй Dept: -BEARWOOD ROAD, BIRMINGHAM. 


‘DDO YOU KNOW . 


THAT 


LACK OF 
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| Controlled Humidity 


for 


War-Time Factories 


O aspect of modern ventilation and air 
control is as important to the product 
—whatever it may be—as the strict 


. control of the humidity of the factory in 


WASTE 

PAPER | 
- MUNITIONS 
OF МАВ? 


| 
— ф—_— 


The Ministry of Supply Is now calling 





N 
up reserves in the shape of old office 
records, ledgers, letters, etc., which | 
can be repulped under an absolute , 


guarantee of secrecy 


NO PAPER 
SHOULD 








which it is being produced. 
Broadly speaking, it may be said that 
there is always some water vapour pre- 


' zsent ‘in the atmosphere; the amount, how- 
' ever, varies between wide limits and is 
} continually changing. The general tendency 


is in the direction of low humidity and it 
is only on very rare occasions that the 
„humidity reaches saturation point. 

The amount of water vapour in the 
atmosphere is expressed either as absolute 
humidity or as relative humidity. Absolute 
humidity is an exact measure of the water 
vapour in thé atmosphere, and is expressed 
as so many grams of water per cubic 
foot of air. Relative humidity is the 
relation between the amount of water 
actually present in the atmosphere at a 
given temperature, and the maximum 
amount of water that the air can hold at 
that same temperature, 

The absorption, retention or loss of 
moisture by such materials as cotton, silk, 
artificial silk, wool, paper, wood, leather, 
tobacco, etc., is governed.by the relative 
humidity of the surrounding air, and for 
most industrial purposes the question of 
absolute humidity may be ignored. . 


Importance of. Humidity in 
Manufacturing Processes. 


The advantages of strict control of 
humidity in any of the above mentioned 
industries will be obvious from the 
following. First, to take the textile 
industry, humidity is an important factor 
in many manufacturing processes. All 
fibres possess a certain natural moisture 
content. Dry weather, east winds, and 
above all, artificial heat, accelerate the 
evaporation of moisture, In every 


‘process from the first operation on the 


raw material to the completion of the 
product, fibres deficient in moisture will 
cause trouble. Consequently some form of 
artificial humidification is essential. 
Controlled humidification -in spinning’ 
rooms will lead to increased production 
because static electricity will be eliminated, 
there will be less yarn breakage and in 
many cases it will be possible to increase’ 
the speed of machines, and to increase the 


draft*and reduce twist. Another great 
: advantage will be that, sincé the fibres 
rétain their normal moisture content 


` BE BURNED 





Apply— | 
ROBERT HOUGH 
Proprietors : 

LIMEHOUSE PAPERBOARD MILLS LTD., 
Hough's Wharf, Narrow Street, 


Limehouse, Е.14. 


Telephones: EAST 5632 (three lines) ; 
2852 (two lines) 


' through all processes, the formation of 


loose lint of: “Ну” is reduced to а 
minimum, and the “Ну” remains in the 
yarn instead of blowing about the room. 

In weaving similar advantages are to be 
found, The material has a softer and 
fuller handle and improved appearance. 
The material will not lose weight in 
consequence of loss of normal moisture. 
Standard weights therefore, be main- 
tained’ with ease. “aeo a fuller width is 
woven and there is less side pull on the 
temples. 

In the knitting rooms, too, yarn break- 
ages, holes and drop stitches are re- 
duced considerably, Consequently fewer 
“seconds” are made. Similarly, production 
is increased because the speed of machines 


can be increased, while, at the same time, . 
stoppages are fewer, Here again, standard 
weights can be maintained with ease. 

In the clay industry the control ‘of 
humidity and temperature is.a matter of 
great importance, A considerable amount 
of wastage occurs through the formation 
of a hard skin on the surface of the 
pottery which imprisons the moisture with 
a consequent danger of breakage when 
the pottery is ultimately fired, because the 
imprisoned moisture attempts to break 
through the hardened skin. By placing 
the pottery in a conditioning .room this 
danger can be overcome and the percent- 
age of spoilages considerably reduced. 

In every branch of the tobacco industry 
from the moment the leaf, is removed 
from the plant until it emerges as a. 
finished product, controlled humidification - 
is essential. When the leaf is on the plant, 
natural juices keep the leaf in condition, 
but as soon as it passes into the warehouse 
the moisture is driven out. Tobacco leaf 
when in condition is tough and pliable. 
It may be bent easily and even folded 
without breaking, But should it be too 
dry, the leaf becomes brittle, is easily 
crushed and breaks into small flakes which 
are often a total waste. . . 

It may be necessary, at times, to close 
down опе ‘ory more departments because 
adverse conditions are affecting the leaf 
and resulting in an inordinate amount of 
waste. If, however, an automatically 
controlled system of humidification be 
installed, it 1s possible in all branches of 
the industry to work 24 hours a .day 
every day, irrespective of the weather 
conditions outside the factory, 


Equipment and Running 
Costs 


The printing trade is another that is 

vitally affected by uncontrolled humidi- 
fication. Paper, being of a cellulose 
nature, has an affinity for moisture. A 
certain percentage of humidity is essential 
if paper is to be in condition. Static is 
generated when the paper is dry and as a 
consequence minor troubles occur during 
printing. The moisture contents of the 
paper should be in equilibrium with the 
atmosphere which should possess a relative 
humidity in the region of 60 per cent. 
Many of the troubles of the printer and 
paper maker are overcome when a con- 
stant humidity is obtained. 
-The equipment necessary to obtain 
a constant humidity is easy to install and 
economical to run, A control unit less 
than 2 feet in any measurement will pro- 
vide the necessary atmospheric condition, 
while the ducts can be fitted to almost any 
existing roof girder. Extremely low 
running costs ‘are a feature, A control 
unit on full load will only develop 1/6 h.p. 
The ducts can vary from 25 to 65 feet in 
length, dependent on the size of the room. 
An air distribution system of this type can _ 
handle over 100,000 cubit feet of air an 
hour and is capable of humidifying a space 
of 15,000 to 20,000 cubic feet and give five 
or six air changes per hour, Control of 
the «nit is entirely automatic and the 
equipment is sensitive only to the moisture 
content of the atmosphere. 
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E ZR 
FACTS FORTHWITH 
(Not «PLL RING YOU BACK{LATER’’) 


No Walting with Shannograph-—the latest time 
and labour-saving filing system. Full vision, flat- 
top folders, suspended by hangers from a steel 
frame, slip in and out at a touch. Eye compelling 






Folders slip out easily 


coloured graph lines on folder tops preserve Ў { 
оле и, *making тїзїї Impossible, whether fully loaded or _ Ж ira eia o 
end locationiinstantaneous. empty ; no stuffing or : : 
pulling, cramming or E | 
hannon wedging ; по riding up d JAME WILKES LT : 
or slipping under out of K 
inde MOXLEY ROAD WORKS, BILSTO 


IMPERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2 


And at Birmingham, Bristol, Liverpool, Manchester, Newcastle, Glasgow (Agent). пз, LES 


T QNEM сих АМ, EAT ESHER, 





installation {0 

visi- of 
merchandise, process 

raw materials is covered by 
a comprehensive range of 


PRESSED STEEL BINS 


The ideal 
rovide accessibility, 
ility and economy both of 

oe and outlay is obtain- 

able by adopting the 










gry 
= 
отет health = morale 2 
DUR WORKERS EFFORT 


"FLOWRACK SYSTEM 


This consists of skeleton 
open type racking built in 


either double or single-sided ' 


units and designed to 
accommodate standard size 
work boxes in an inclined 
position. Stock always open 
for inspection; cost surpris- 
ingly low. Send for details, 


CYCLE PARKS 


Designed {о suit local 
requirements and site con- 
ditions. Send for deiails. 


‘closed or open type, fixed 


or adjustable shelves; 


BAR RACKS" 


to store material in the 

horizontal or vertical 

position ; 

WORK BOXES, TRAYS 
AND SKIPS 


to suit any and all needs; 


TRANSPORT TRUGKS 
AND STILLAGES 


‘designed for general and 
special duties. 


The advice and co-operation of specialists 
are at your service on application to 


FISHER & LUDLOW LTD. 


Branch Works, Rolfe Street, Smethwick 
‘Phone: SMEthwick 0607 


why 



















EVERTAUT LTD. WALSALL ROAD, PERRY BARR, BIRMIN 


By installing EVERTAUT Steel Works 
Seating you put an end to lost produc- 
tion through weariness. Output im- 
mediately increases and Is maintained. 
EVERTAUT Chairs and Stools are 
sclentifically designed to give correct 
spinal support and eliminate fatigue and 
strain- They are comfortable 

and sturdily bullt to give 
many years of satisfactory 
service. 


fend to-day for informative literature 
dealing with EVERTAUT Steel Works 
Seating t0:— 


EVERTAUY 


а 11 МТ Ер на 
* Proprietors J.B.Brooks & Co. Ltd. 


STEEL WORKS SEATING 
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-| SPINNING, BINS. HELP 
1-. -STORES TO ISSUE PARTS 
A novel ünit, which’ will prove invalu- 
able in many' factory stores, is a spinning 
bin, illustrated below. · Some of-the salient 





| a great economy in floor space; it can be 
installed melee while, since each 
Stack of trays is a separate unit, it: 
facilitates: stores extentions.or re-arrange- 
'|' ment as may be required. These trays 
are Constructed on sound -~ engineering 
principles;, they are of good cast iron 
revolving on a central mild steel spindle. 
The spindle is slightly reduced in diameter , 


E for. Р 

CANTEENS 
_ FACTORIES 
`. < OFFICES, ЕТС. 
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advantages claimed are that it will effect" 


large and heavy work can be .cónsiderably EN 
expedited. This vice may be mounted ~ 
‘horizontally on a work bench or vertically ' 


on a convenient wall or post. o 


3 SPARKLESS FLOORS FOR -~ 
MUNITION WORKS . . 

In the few months since it ‘was intro- E 
duced: "conductive rubber" has: found its. 
way into industrial vehicle tyres, furniture: 
casters and other items -which might 
normally develop static electricity and thus ^ ^ 
endanger workers im explosive atmos- 
pheres. Most recent development. is 


“conductive rubber flooring" for use int | 








We will gladly send an expert 
to discuss your canteen, fac- ` 
‘tory, or ‘office flooring prob- 
"lem. . anywhere. . .. any 
xime. No, ob!igation.. Please 

ч "write to — CC 
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- The Great Metropolitan Flooring C^ 
73, Kinnerton St. SWI. Sloane 0047:7. m 
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LABOUR-SAVING | 
MACHINES — 
for the Kitchen 





29% 
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' : 
at intervals to provide for the insertion 
of a split collar, which in turn fits into 
a recess underneath the central hole of 
the tray and so provides for easy'and 
smooth turning. The trays are made in 
three sizes, viz. 24 in., 30 їп, and 36 in. 
diameter. Тре hole in the centre of tray. is 
the same irf each case so that any size of 
tray can be accommodated on the same 
15 spindle. A 24-in. tray has a capacity of 
-approximately 2 cwts, a 30 in, tray ‘can 
‘carry 34 cwts, while a 36 in. one will 
catty 5:cwts. Each tray can be divided 
into sections of any size to enable a 
` variety of goods to be carried on a single 
tray. | ‚ : 
HYDRAULIC VICE 
LEAVES BOTH HANDS 
FREE ( 

A new self-contained vice has three 
pedals which control all its movements. 
It requires no outside source of .power. 
„Опе pedal moves a sliding jaw into. 
contact with the work,” A second pedal 
applies pressure up ‘ to тобоо lb. if 
necessary. А third: pedal releases the 


All types ‘of Insulated Heat- 
“retaining Tea. Urns and Food 
(os p ‘Containers. 
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Service Trolleys and Bollers for 
Canteen requirements. 


t 


Notwithstanding "the great de- 
mand we are at your service, 
and invite your enquiries. 

1 








Full particulars gladly sent. .. Write t 
KITCHEN MACHINES LTD. 
7 Sicilian, Avenue, Southampton Row 

london, W.C.1 А : ‘ | work. “Because the operator is free to. 
Telephone": HOLborn 8556. к. l use both hands, exceptionally small or 


NN ра зур a2 hee it 259 уш 









places like münition plants where there 
must be both freedom from sparks and 
resistance to the chemical action of ether, -~ , 
alcohol, acid and the explosives them- 

selves, ME 





Still the World's. 
Leading , Quality 
Pencils 
Owing to heavy . 'de- 
mand far essential war 
industry, supplies are 

limited. * ' ; 
VENUS PENCIL Go. Ltd, LONDON; E5.. _ 


» 
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Savings 


AND 


Savings 


ARE 


Safest 


IN 


Milners’ 
Safes 


LNERS' SAFE CO. LTD., 2t HAMPSTEAD LANE, LONDON, N.S. 









Mr. CANTEEN MANAGER! 








Type J 
“Ares you aware that you can hire this machine for counting | 
pennies, halfpennies or tokens at the low cost cf approxi- 
mately 6d. per day? 
SPEED with ACCURACY 


at the rate of 1,000 coins per minute 
Miniman hire period one > year. 


Further particulars from : 


| INTERNATIONAL COIN 
| COUNTING MACHINE CO. LTD. 


COLLEGE ROAD, 


CHESHUNT, HERTS. 
Phone: WALTHAM CROSS: 3241/2. 













or Cashier, Wage Receipts, 

Town Roundsmen, Clubs an 
NO ACCESSORIES TO BUY. | 
change. Increases output of ез 
equipment and improves . efficiency. 


THE FOLDEX COMBINED RECEIPT AND CASH SHEET 
SAVES BECAUSE a 

No Counterfoils or copies are te 

to file or store. 




















Considerable LABOUR 
(Clerical & Executive) One writing is needed instead of 


two or three. 















A single. sheet to refer to for 


Considerable TIME 
Checking, Posting and Totaling : 
Considerable PAPER 25 Receipts. І 
(сон асер) А separate Cash-Book no longer 
needed. 









Considerable CARBONS 
Elimination of the risk of error 
Recording time reduced by 50% 


A set of 25 Full size Receipt Forn 
reduced to, and completed with a Quarto 
page size Cash Record 9d., or 4 sets bound 
in a book 3/-. 
On Sale at principal stationers, 
or specimens from: j 


FOLDEX LTD. 
157 The High, London. $.W.16 | 


Phone : STR. 1533. 


Also specially printed typewriter sets оп 
application 























We shall be pleased to send 
you a copy of our booklet on 
the war-time care of your = 
typewriters. 


Imperial Typewriter Co. Ltd. (Dept 
































k if 
h ae it vital to get 
another Watsit machine 


“One question, Mr, Jenks: are you satisfied 
that every machine tool now ín the shop is 
producing to its potential maximum?” 

in other words, have you Kardex-control of 
raw materials, production capacity and 
progress: guiding the work smoothly from 
process to process without waste of a single 
““machine-hour? 

‘Many. leading firms have already proved the 
1 rue ^ economy of installing this system 
"machine-tool^ BEFORE embarking on the 
much more expensive course of installing. shop 
machine tools. 


Moreover, making (with the aid of Kardex) 
ihe fullest use of their precious plant, they 
are serving the national interest by 
INCREASING their output and REDUCING 
their demands for machine-tools, 





















Send for Brochures giv- 
ing convincing details of i 
our claims, to Dept.501: * 


и KARDEX VISIBLE CONTROL SYSTEMS | 


1 New Oxford Street, London, W.C.1 | 
"fel: CHANcery 8888. | 


‚Мин Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auro- 
matically. A representative will gladly call to dis- 
cuss possibilities. Information, demonstration, 
survey, estimates orrentalterms~free on request. 
Twenty-five years’ experience at your disposal. 





 10UDSPEAKING— NO SWITCHBOARD—NO DIAL 


(Continued from page 8). 


by 
















month. ever 





greatly increased month 
since its formation, : 

The second method we adopted was a 
bonus system which would make the 
worker feel that-he really got the results 
of extra effort, 
































When an enquiry is received it is care- 
fully estimated and a buff card is made 
out for the job. On this our laboür cost 
is then represented. by a certam sum, 
which is split up into two parts, machining 


If so, follow the кайшы: of the Air Mios 
and other large contractors who te/egraph’ 
their orders regularly and gét prompt: de- 
livery. Being produced in durable paint, 


and fitting. Du 2m then уша! uy * TRAPINEX " Paint Transfer will go on 
шош. То do this Thi mak a vin plastics, metal, glass or any smooth surface 
rate of 2/64. per hour. — his means that U s put. Prices are right so speed. up 
H our estimated cost. for machining 15 roduction and 

£2 we put on the card 16 hours. Hi P 

the fitting cost is £1 tos. then the time 


is hours. This gives us a complete 
time and cost guide to the operation. 


12 


TRAPINEX 


Paint TRANSFERS 


Speedy Delivery 
ke Speedy Application 
 Unskilled Labour - 

Lasting Service - 
Any Size or Colour 


received the times 
stays with 


When the order is 
are put on a job card which 
the job through every operation, This is 
then passed to the drawing office either 
to make the necessary drawings or to put 
the material required on the card, Finally, 
it passes to the material control who 
allocate the materials and order castings 
and other essentials for the job. The card 
is then passed in to the shop and attached 
to the job. 


Each man has a time sheet which he x Е Pa 
fills up weekly, but he also puts his time 
on the master card attached to the job. 

The time sheets are sent in to the cost 
ollice every week and the time is trans- 
ferred into money value on the master 
cost sheet, 


WRITE OR PHONE FOR SPECIMENS— 


TRAPINEX LTD., 8 Commerce Works 


43 Commerce Rd., London, N.22 
ШИНИ Воз ЕБ PARK 2659 ЖЕШ 





At the end of the month all complete | 
jobs are costed up, For instance; es 
that the job on which we allowed £2 for 
machining, cost only £1 15s, then the 
machine shop made a bonus of ss, All 





|| AIR DEFENCE EQUIPMENT 
| SERVICE 





these figures are transferred to the bonus THE recognised experts and: suppliers -to 
sheet and the gains are added together | Local Authorities and Government Priotity 
and the losses deducted. The resulting | Contractors throughout the Country, enn 
sum left is the bonus which is divided | | supply your every requirement, — . 
among the employees according to their | | Amongst: our Specialities are D.T. and 
grades, | ought to say that grading is | | Leatherette Waterproof Coats from 25/- and 
done by the works committee Е і Overalls from 15/11 in several types to 
р | meet all A.R.P. requirements, 

This simple bonus system has helped | ALL ANTI-GAS REQUISITES 
us a great deal in securing better output | SUPPLIED 
and in keeping our expenses down to the | please send Enquiries to Head Office: 


minimum. It seems to me that it could 
be applied in any small works where 
ordinary piece-rate schemes are impossible, 

| 


W.CZ 


| а Liste Street, London, 
| 2348-9, 


Telephone: GERRARD 








Executives. Instrument 


ж Under present conditions, we can only cater for those firms engaged on. Government work. 


DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster ABBEY 5572 e lines) 


Branches. at GLASGOW, BIRMINGHAM, MANCHESTER, 
LEEDS, NEWCASTLE, BRISTOL, CARDIFF and DUBLIN 


A,R.P. Consult Dictograph on Telephone and Sound systems 
* _Musie in Factories, 
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One Machine does the work af Two 


Continuous Form Billing in addition to reguler typing 


Your typewriter actually does the work of two machines 
when used with "'Fanfeld'" Continuous Form Adapter, 
héveause the many time and money-saving methods of the 
Continous Form Biling Machine are added to all the 
advantages of regular typing. 

“Камо” Continuous Forms typed over our Attachment 
eiecti savings in Billing time and costs, ranging from 17% 
to 785,, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 

"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing te get out of 


order, 
anfol, 


талса MAAK 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Teleohone : GLAdstone 5477 (2 lines) 


REDUCED AND 


a 2 


PRODUCTION. RAISED 
© 3 


BY THE AID OF 
& 


GL 


TIM E RECORDE RS 





THIS ACOUSTI-BOOTH 15 ÀA 
| ZONE OF SILENCE FOR YOUR - 
TELEPHONE 
Put a Burgess Acousti-Booth in your: 

noisiest shop and you'll D 
at the “zone of silence "' 
Noise will пос 
telephone servic 
are in, Аша Booths. 












are quiet inside because 

is soaked up by patented sound- see walls, Hund 

| doorless booths are in daily use in all kinds of factories. 
clean—no maintenance. Write to-day for Bulletin BP | 


BURGESS PRODUCTS т LTD. - 
Acoustical Division, HINCKLEY,LEICS. Phone: Hinckley ТООТ tines). 
London Office: 72, Horseferry Road, S.W.1. Phone: Abbey 1868. 


| Scottish Representatives: R. McCartney & Qo., 142 Queen St Glasgow, A 


} 









TAN - SAD 
LITTLE 
RED BOOKS 
No. 2 are still available 


A Copy will be sent post free to any Welfare Supervisor 
or Works Executive who cares to ask for it. 





| Officer it 


helps to 





Compiled by а well-known Industrial Me 
tells how correctly designed Industrial 
maintain factory output at its highest level. 

THE TAN-SAD CHAIR СО. (1934) LTD. 
OCCUPATIONAL SEATING. SFECIALISTS 
0 Avery House, Сон шен Мк b: CLErkenwell 5192 
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В & А SIMPLEX 
= MAXIMUM PRODUCTION 





This proved Mechanised Production Routine System 
Saves works clerical effort 
Avoids pre-production time lag 


Provides complete control of material, 
labour and progress. 


Write to the Systems Department 


BLOCK & ANDERSON LTD. 


‘OLD MILL HOUSE’, TRUMPINGTON ROAD, CAMBRIDGE 


Telephone: Trumpington 305 (3 lines) 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpocl, 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton. 












-How to Prevent 
Factory Accidents 





HE. figures for factory -accidents , 
during 1940, issued just over a month; 
"ago, showed. a substantial increase. over 
those for the previous year. Admittedly, 
1940 saw a lot of “green” labour entering 
Britain's factories, but the figures for 
1930, before the dilutees appeared in any 
substantial numbers, were alarming enough. 
In that year reportable accidents occurring 
in factories and involving not less than 
three days’ absence from normal employ- 
ment totalled 70,553, of which. 724 were 
fatal. 

British industry cannot afford such 
losses, even if they are only temporary. 
The new workers in our factories must 
be taught that accidents are а crime-— 
that most accidents are preventable if a 
little care is taken. 

All accident prevention is an attempt to 
forbid human and material elements to 
become wrongly placed relatively to each 
other; and it is direetec equally but 
separately against both components; We 
attempt, that is to say (a) to make the 

| danger area in 2 machine inaccessible 
to the fingers and (b) to keep the fingers 
away from the danger area in the machine, 
Similarly, to prevent other forms of 
accidents, it should be the policy of 
factary manag gements to keep the works 
floors free from oil, and urge the workers 
‚+ to walk with reasonable circumspection, 









| Extension of Precautions That 
Have Been Demanded 


All accident prevention bears this dual 
aspect, notwithstanding that the technical 
side has for long claimed prior attention, 
sometimes almost to the exclusion of the: 
other. The great legislative landmark 
that first established the fundamental 
position that dangerous machinery most be 
securely fenced or, if that is impossible, 
its use must be prohibited, was the F actory 
Act of 1901. This was not a charter for 
heedlessness but a frank recognition that 
Чо one can be equally alert at all times 
and that it is not equitable that maiming 
by running machinery should be avoidable 
only by a series of lucky escapes, 





ordinary carbon papers. 


the sheet. 
FREE SAMPLES AND DETAILS FROM 


.& | WaxrraH 


@ The hack of the carbon paper is 
coated with a special preparation which 
gives it a GLOSSY WAXED SURFACE. 
F @ This DOUBLES THE STRENGTH of 
the carbon paper, Waxcraft carbons 
DO NOT "TREE" OR CREASE like 
Ф it enables A MUCH HEAVIER 
COATING to be placed on the front of 


STANDARD OFFICE SUPPLIES co. 


57 маневре N 





CARBON 
PAPER 


Therefore each carbon lasts longer 
Л gives a SHARPER IMPRESSION to 
the very end. 


Ф Waxeraft Carbon paper has a non- 
smudging surface, It WILL NOT RUB 
OFF on to your fingers, nor wil the 
carbon copy itself smudge, 


@ COSTS NO MORE than ordinary 
good quality typewriter carbon, 






ROAD, LONDON, E 
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_ SEVEN POINTS ON 
SAFETY 
. Warn Workers that: 





1, Abrasive wheels always win 
-against unwary hands; 
2. Where work is in motion there is 
no place for fingers tests ; 
3.. Long sleeves are a danger where 
any machinery is in motion; 
: 4, A rake and not the hand should be 


used for removing turnings from 
the lathe; 


5. A brush should be used for clean- 
ing revolving work, Rag or waste 
is dangerous ; 

Examine all tool handles regularly 


а split handle may result in a 
а badly torn hand. 


Protective clothing should be as 
light in weight as is compatible 
with efficiency and durability. 
The texture of the material and 
` © design of the garment should allow 
' for. adequate ventilation. ^ The 
' clothing should be so designed 
that the weight is carried by the 
part of the body best able to 
take it. 
ө 





of Пе precautions previously demanded. 
It: also called for adequate training and 
supervision of newcomers, especially young 
people, With this Act behind it, and the 
goodwill of every responsible unit in 
industry, the Home Office Factory 
Department saw the figures for accidents 


directly associated with machinery visibly | 


trending towards decline, before the stress 
of war conditions tipped the balance in 
. the other direction, 

oo That, stress not only increased the 
numbers of persons at risk, but brought 
cworkers into factories who were totally 
“tinfamiliar with machines. It overstrained 
nianagérial and maintenance staff, and it 
kept workers at the machines after they 
were too tired for maximum alertness. 
The accident figures rose, 


ee Accidents Form 20% of 
; Total 


о. meet this rising tide of accidents a 
‘campaign of educative propaganda‘ has 
‘been-launched by the Ministry of Labour 
and the Royal Society for the Prevention 
Of Accidents, This is directed not only 
towards the making of the whole indus- 
trial machine safe, which is the first half 
of the problem; but also towards the 
making of- the ‘industrial worker more 
.-circumspect, 
Accidents at power-driven machines are 
fore dramatic in quality than those away 
from machines, but they are numerically 
only aboüt 20 per cent. of the whole. 
Admittedly they are generally more 
serious; They account for. more ampu- 
tations, though. on the other hand, they 
. account for fewer fatalities, for falls 
«alone, 1m 1030, provided. nearly 40 рег 
E "cent. of all fatal cases; 
The outstanding. ыч: is that five s sources 





“The ‘Act ‘of 1937 clarified the position. | 
"This? new, Act required a great extension | 















?Phone : 





DUPLICATOR CO. LTD. 


ASTOR HOUSE, 
LONDON, W.C.2 
Hotb. 


MAKERS OF BRITISH DUPLICATING EQUIPMENT FOR so YEA 







No process or appliance has yet been. 
devised or invented to produce more 
perfect Duplicating than EHams range of 
Duplicating appliances. 


For nearly 50 years the resources of 
money and scientific perscnnel of the J 
entire Company have been devoted to |. 
the development of Duplicating equip: 
ment, with the result that to-day nothing. 
more efficient is obtainable. Еа. 
group of Duplicating Machines range at 
varying prices from the small Bantam 
Flat Bed Model to the Automatic Electric 
Self-feeding Rotary. 


ELLAMS CARBON PAPER 

TYPEWRITER RIBBONS 
DUPLICATING INKS AND 
STENCIL PAPER 
Ellams Carbon Papers achieved рори 
larity some forty years ago because they 
were the first Carbon Papers in the 


World to be clean. to handle and 
smudgeless in-operation. 



























To-day these things. are taken for 
granted and the outstanding attribute 
which causes so many users to insist on 
Ellams Carbons is Economy — 
cheapness in first cost but Long 
you can use them time and time ара 
They will still be giving good se 
when two or even three lots of C 
of lesser quality (although not 
less in price) have had their day. 


W ite for full Informdlitan: 











ALDWYCH, 


5365. 








of ЧАЙ accident, (a) iodio НЕК 
(b) falls; fe) blows from. falling bodies; 
(d) use of hand tools; and (e) stepping 
on or striking against objects—regularly 
Produce about 66 per cent. of all accidents. 
This proportion has been maintained with 
only sigit variations over a period of 
years and shows the importance of the less 
spectacular causes. 

To help the newcomers to industry, а 
series of very effective posters have been 
issued, but what is more important, factory 
managements are being advised to instruct 
all their workers in the elements of 
factory safety. 

Long before the war, the Home Office 
Industrial Museum, in Horseferry Road, 
Westminster, S.W.1, was instituted to give 
guidance оп industrial safety. its 
facilities are still available to all employers 
of labour and any factory -managements 





“OFE 


the modern. type of. electric truck. 








in doubt as to the best methods 
adopted for provid protection 





ing 
sccidents should study the innumerable 
examples shown there, 





MAN-POWER RELEASED 
BY GIRL TRUCK DRIVERS 
. GREAT saving in valuable man- 
power is being made in engineer- 
ing shops today by the use of girls as 
: tracks 


drivers of lifting trucks: Thes 
(mostly € electric) which lift a 
heavy loads about the ae and ya : 
are easily handled by girls. Even gris ..— 
women not physically capable of 
standing the strain of bench-work are 
quite able to act eficiently-as drivers of 








































Immediate: 
Delivery 


Fronr 
Stock 








THE "KEMCLO" STOOL 


as illustrated 13/- delivered; 

18/6 with Back Rest, 
2—Extra large compartment and 
special seat 25/-. 

with Sponge Rubber Seat 30/-. 


L CONSTRUCTION 

MPARTMENT UNDER SEAT {hinged 
to form cover), 

i САМ „ВЕ . CONSTRUCTED & MADE 
CUSTOMERS’ OWN HEIGHTS & SUGGESTIONS. 


‘KEMCLO’ HARDWARE Со. 


55 Netherwood St., London, N.W.6. 
:MAlda Vale’ 1331. 




















The Ultra Lensisa reveating 

eye of six.actual diametrical 

36 area magnifications, 
which: brings out points of 
strengih or weakness. Whether 
you are engaged in manufac- 
“turing, buying or selling, it isan 
al value. No instru- 
` t you can buy, will “more 
Quickly justify and pay for itself. 









For the closé seruting ef every coneeiv- 
able obj metals tools fubries, fibres, 
minerais, precious s ones, paint, print, 
mamuseripts, biological and botanical 
specimens, cutting dges, fractnred sur- 
2 ràwoma erials, aud innumerable 
ufposes, the ULTRA LENS is 

and presentsinmanyingiances 
hitherto unsuspeeted data, which gan be 
used to advantage. 


The price is £8 12 O éoriplete in case with | 
spare bulb, battery, and transparent 
measuring scale, tage abroad, да, 6d. 





















, other: 












The Ultra Lens Company 
RICHARD BOCK 
47 Finsbury Court, Finsbury Pyt. 
London, E.C.2. Phone ` Clerk 1858. 


BRITISH MADE 


Ful descriptive 
leafied on request. 



















PITMAN’S FOR THE BEST 
BOOKS ON BOOK-KEEPING 


PITMAN'S for BOOKS 
on MANAGEMENT 


PITMAN BOOKS 
mean EFFICIENCY 


_ be regarded as a last resort. 





TO. 


EUN ТЕЛИН С EA: A CCP 


1 
© {OPERATION is 

venting breakages. 
| replace china etc., today, hey are some- 
| times due to waitress: having. to 
‘negotiate impossible corners with over- 


necessary in pre- 


as money cannot 
T 





| laden or ill-designed trolleys or trays. 
; Care in canteen design can save many- 


from this cause, 


2 


The deposit system will sometimes work 
well as a check on pilfering but it involves 
. so much extra labour that it should only 
However, 
^those who have paid a nominal deposit 
; often feel there is no particular need to 
return the knives and forks. Collection of 
cutlery by waitresses соге removing 
; plates is sometimes foumi efective, 


3 


While some of U.S. fat bacon now being 
| distributed to canteens can be served as 
bacon, much can only be used for frying. 
But no offer of fat nowadays should be 
i refused, Some of it can be rolled like 
pork and served with parsley sauce, or 
put into rabbit pie, 
| 4 

One shilling or 1s, 2d. can be regarded 
‘а reasonable mimimum for a good meal 
| for factory workers under present con- 
| ditions. At this figure it should be 
possible to cover all reasonable costs for 
| bodies of workers as small as seventy-five 
pm number, if the service is simple and if 
| premises and equipment are provided by 
ithe firm. 5 


Insulated containers can be used to pro- 
vide hot snacks outside the canteen. These 
can hold 75-100 portions of soup or stew 


| breakages 












CLASSIFIED ADVERTISEMENTS | 





and càn be.m 
emergency. 61 















SOSTS. 
Here are six it can 
be. done +” ue. 


(1). When : 
posed of [e 














means that meth 4 
it 18 served and. 


e. 

























apie y OD 

(3). Watch the p 
thrown in it will 
rissoles, ete, c% 

(4). Make use-of ve 
at least.twice a week, | 

(5). Instil into staff he heed lor 
avoiding breakages of crockery. Over 
40 per cent. of breakages occur when 
food is on the plates or in the cups 
and this cannot be used again because 
of the fear of chips of glass or chma. 

(6). Use factory lawns and. spare 
ground as sports grounds, ete, for 
gr owing vegetables, ete., for the canteen. 


| du 
dte be us efl for Я 












































RATE—2/6 a line (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional line 
or part of а line 2/6. Box No. counts as опе line 
and is to be paid for; replies are forwarded free 
of charge; 2% discount for 3 insertions, 59, for 
6, 10% for 12. Payment with order for single 
insertion. 





|, METAL ADVERTISING PLATES. 
pe———————————Ó— 


We have a stock of 3.000 metal advertising ne 
X 9”, which ean be paint printed fi 
i or ent to make two or more d 

i with 

r design ean be print 
TRAPINEX DPD., 





























OFFICE EQUIPMENT FOR SALE 





Selection of Ex-Gevernment and 
OTHER STEEL AND Woop OFFICE FURNITURE, IN- 
CLUDING FILING CABINETS, DESKS, CARD INDEX 
| CABINETS, ETC. ALSO PLAN CABINETS, NEW амр 
| SECONDHAND, АТ LOWEST PRicES.—WRITE FOR 
j CATALOGUE, 
{ LTD., 


“A Large 


REPRESENTATION. 


43 Commerce | С 


THE MISCELLANEOUS TRADING Co., | 
134/5 High HOLBORN, W.C.1. HOLBORN 4834." . 


d 


res invited from Office. Appliance о or Business | 


TIME. RECOR DERS 












Staff Time Chee! ing and Job Costing Time 
Recorders (all makes) for quick cash sale, exceptional < 
| eondition,—Write.."Betarcol.”” Box 345, Bots, 

; Whitefriars House, Tallis Street, E.C.4. А 


WANTED Wu 














Г Office Furniture and Safes urgently wi 
‘prices paid. Send |geseription. DALE, 
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Driving power is the greatest of all forces working to wii the-war. It makes “the impossible" possible. 
The dictating machine is the greatest promoter of drive and action because it doubles a man's 
capacity to GET THINGS DONE. 

Lord Beaverbrook, one of the greatest driving forces in the Empire to-day, dictates to the Dictaphone 
because it enables him not only to DO MORE WORK himself but to GET MORE DONE by others 
The Dictaphone will help YOU in exactly the same way. 

With the Dictaphone you can work exactly when you like: you do the things you MUST do at the 


the precise moment when you OUGHT to do them. No waiting, no delay, no dependence on anyone 
else. You are MASTER OF YOUR TIME AND WORK. 
DICTAPHONE Dictate to: 


TELECORD 


! і 
я | 
1 
1 
| | 
| | 
1 | 
| | 
| Th 
I 
| e 
| It records telephone | 
i talks and messages and | 
| 
| lessens congestion “on | (Rog. Trade Mark). 
| | 
| | 
! 


the lines. Call, write or "phone today for “Office Methods 


EE -—-----3 THE DICTAPHONE € ө. LTD. (THOMAS 1 DIXON, Ман? Director) 
(Dept. H) Kingsway House, Kingsway, London, W.C.2 
Telephone: HOLborn 4161 (5 hnes) 
And at MANCHESTER, BIRMINGHAM, GLASGOW, BRISTOL, LIVERPOOL, LEEDS, NEWCASTLE-ON-TYNE, DUBLIN and BELFAST 





CC AT 
THROUGH WITH 





= 


PHILIPS LAMPS LIMITED, CENTURY HOUSE. SHAFTESBURY AVENUE, LONDON, W.C.2 









THE JOURNAL OF MANAGEMENT 
— AND PRODUCTION 








Business Policy 





i PAGE 
s Keep Their Absenteeism Down at 3 per cent 7 
Editor 

ement in War-time A EET es 6 c Wd 


Trend of Trade... hes t is i КО, 
Ву Cecil клон М.А. 


Industrial Management 


oe ‘Making Up Salaries of Employees in the Forces wi dpa 
—. Training “Green Labour" for Aero Works in Eight Weeks 14 | 
- Breaking Up Complicated Operations for Women Workers 18. 
Shall We Appoint a Delay Investigator?  ... f al 225 





By W. McLaine, B.Sc. (Econ) Ph.D 


Office Management and Policy 


The New Technique for Interviewing the Employee ven wd | 


vs Eleven "Bewares" 
42 Ideas for Cutting Costs by Saving Paper and Materials 16 
Now.. Is the Time to Overhaul Your Filing System.. "mE 







Training 14-20 Year Office Girls 


Canteens — Management, Catering, 









! Equipment 
unning a Canteen for 100 Office Workers 3 
| Selve War-time Canteen Problems ... ven ЕЗ 
< Industrial Production Equipment 
7Get Uniform Lighting Over the Working Area... — ... 36 
New for the Factóry — ... pà MA x ee 199 
Three Types of Air Conditioning sas EC PAR vee AS 





Su BUSINESS, Published by Business Publications, Ltd., Whitefriars | 
Ux Central 9891.. 
20/- a year post free in the United 
“Kingdom; 25/- a year post free in the Dominions and Overseas. | 


House, Tallis St, London, E.C4. Telephone: 
“<<. Subscription Rates : 






CONTENTS FOR FEBRUARY, 1942 


for Correspondents a 10; 


€ Department Reduced Costs " .. 26 
Cuts to Office Efficiency ... а. T .. 28i 
15 


B oh 





"CONSOL" Shelters | 


for FIRE WATCHERS | 


SUPPLIED 
EXITS 


SECTIONAL SHELTERS 
FOR NARROW OF 


WRITE FOR CAT 


| CONSTRUCTORS | 


NICKEL WORKS ERDINGTON 
BIRMINGHAM. 24 


_ OFFICES, ЕТС. 
ETC. 


We will gladly send an expert 
to discuss your canteen, fac- 
Ф. i 
tory, or office floofing prob- 
lem. . . anywhere... апу 
time. No obligation. Please: 
write to :— 





The Great Metropolitan Flooring EP 


3 cane 0047 


73 Kinnerton 5t. SN. 


behind wi h its work 
then 


The Egry Speed-Feed Typewriter 
Attachment will overcome this 





























because 
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departmental copies are required. 
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ARE HAPPIEST 


—and smartly-fitting overalls that 


don’t shrink contribute more to 
the well-being and efficiency of 
employees than many factory 

managers realize 


A group of cruiser tanks nearing completion in the 
assembly shop of a factory somewhere in England. 
More tanks, more guns, more planes are needed but 


ORE guns, more tanks, more planes are imperative. And the 
worker must produce them. Still more output is demanded 
of every man or woman in the factories. 


But with the best good-will in the world the worker cannot 
always give his “ total effort." Women workers need to Jook their 
best to work their best. And men and women alike must have 
comfort and freedom in their working clothes if they’re to go “ all 
out " on the job. 


DANGERS OF SHRINKAGE 


"That's why factory managers in these times can't afford to let their 
workers wear overalls that shrink. A shrunken overall can impede 
_ movement and tire the wearer, so limiting his output. It also gives 
inefficient protection, may be the cause of accidents. And, in 
addition, it costs extra money in the long run because it wears 





ST WHERE WORKERS - 


output depends a great deal on the well-being of the 
workers. If they are restricted by tight, shrunken 
overalls they cannot give of their best. 


out sooner and needs to be replaced sooner than it otherwise would. 

Nowadays many of the biggest employers of labour both in 
factories and institutions are insisting on ©“ Rigmel "-Shrunk 
cloth for workers’ overalls and uniforms. “ Rigmel "-Shrunk 
overall cloth can’t shrink by more than a negligible fraction of an 
inch per yard however many times it is washed. “ Rigmel ” is 
laundry-tested shrinkage. In fact, the British Institution of 
Launderers say of it: “If the public can be persuaded to insist 
upon a “ Rigmel" guarantee, there will be no more trouble 
through the shrinkage of cotton fabrics." 

Why not put your workers in smart overalls that will always 
keep their fit and comfort ? The staff will look better and they'll 
work better and output will benefit. All good suppliers can quote 
you for “ Rigmel "-Shrunk overall cloth or you can buy ready- 
made protective garments in small quantities from retail outlets. 


Rigmel -Shrun 


LAUNDRY TESTED 


AGAINST SHRINKAGE 
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(1) Good Wages 


These Plans keep Their 
bsenteeism Down at 3 


This concern ranks the causes most important 
in keeping down absenteeism as follows: 


(2) Saturday afternoon and Sunday off 


(3) Transport Facilities 


(4) Canteen Service 


-This list does NOT 





autumn. The Editor 
| By THE 


UR own surveys for Business have 
Ў shown more than once that absen- 
teeism is a regional problem and at 
ime time à functional disease. Yet 
st spent a couple of days at a 
rge concern in one of the worst 
om the point of view of absen- 
“teeism and in this concern, even to-day, 
"the rate of absenteeism is around 
3%, The reason, as a number of 
executives. pointed out to me, is that 
: the. managing director. has always 
р regarded absenteeism as a functional 
A disorder, in fact as a major problem 
affected by a score of considerations. 
The. trade union movement is as 
strong in this area as anywhere—hous- 
ing difficulties are acute. Double shifts 
“are worked in certain sections. In one 
‘case а big shop works the clock round 
on three shifts. A very large number 
of new people have been taken on, the 


















majority being women. So that the 
situation could scarcely be more 
vL. difficult. 


In the forefront of his programme, 
the managing director places good 
wages, which policy has been followed 
by the company during its peace time 
’ activities with marked advantage— 

accompanied as it was by high individ- 
ual. effort. This enabled the company 
to- carefully select labour—develop a 
real enthusiasm amongst all members 
of the organisation. But good wages 
are not enough; it is essential to have 
a pace set throughout the shops if a 
maximum output is to be got, the man- 
agement feel. Before the war this was 
secured by taking the greatest pains in 
selecting gang leaders. These are paid 
the bonus of the group with an 
additional amount to cover the extra 
responsibility and work they undertake. 
; But the company, like many others, 
has-had to open a brand new factory 









tally with results of 


E BUSINESS survey on Absenteeism last 


explains why. 
EDITOR 


staffed by new men. Yet here too a 
spirit of enthusiasm exists, a fine pace 
is set in every department. This has 
been largely secured by making exper- 
ienced, loyal and skilled hands from the 
mother works, gang leaders in the new 
works. These men set the pace. Their 
ability enables them to ease the difficul- 
ties of new men, of men who are being 
up-graded or are tackling new jobs. 


Transport Chief Cause of 


Absenteeism 
This management puts transport 
almost first among the causes of absen- 
teeism. For various reasons the 


company is compelled to draw labour 
from a thirty mile radius. This means 
that quite long journeys to and írom 
work are inevitable. If there is a 
fatiguing wait before each journey, the 
worker on to-day's long shifts 1s bound 
to suffer from over fatigue. 

Accordingly, the company has made 
an energetic young member of its staff, 
transport officer. This official is 
charged with providing a service of 
buses to cater for workers living in the 
more remote or the less well served 
areas. 

At present the company is operating 
21 buses. Some are corporation buses 
or are simply hired for the hours at 
which they are required, viz., 6.30 to 9 
a.m. and 6.30 p.m. to 8.30 p.m. In this 
way, each vehicle is able to do a day's 
work for the corporation in addition to 
its special haulage for the workers at 
this factory. A more economical use 
of vehicles could scarcely be devised. 

In the city concerned hours are, of 
course, staggered among the factories 
by mutual arrangement. On the shorter 
hauls it is found possible to get workers 
to and from the works in 15 minutes. 
As the factories opening and closing 



















stages—and cut it eet 


hours are staggered for four shifts, it. 
is possible for the buses on: shorter 
hauls to do 16 runs a day. 

To achieve this not. à moment can be 
lost. The workers themselves со-орег- 
ate by getting out of the facto 
to their buses’ starting point ii 
minimum number of minutes. Li 
and unloading is also done 
as possible. Only in this wa 
maximum number of people 
At the moment these special ser 
are carrying 800—1,100 people. on 
shift, and 400. people on nig | 
Obviously the same bus cannot oper 
on both the day. and. the. night 
The company charges workmen’s fares | 
on these buses. e 

By this triple policy of pressing the 
local authorities to keep. the пога bus 
service up to the maximum capacity, 
by supplying additional buses them- 
selves, by assisting workers and staff to 
get petrol, the company believes. that it 
is more or less solving the transport 
problems- for its enormous атту of 
workers. By so doing it believes that 
the most serious causes of absenteeism 
—Íatigue, colds and other illness due 
to cold waits at bus stops —— are 
removed, particularly in the case ef 
women workers. 

No less important than transport is 
accommodation. Here the company 
has as acute a problem as any concern 
in Great Britain. It therefore employs 
its own billeüng officers, who are 































Hear Willy Wise-Guy cough and sneeze 
And say he doesn't саге а hoot 
Report и? "Just a silly wheeze” 
He's down with "Рие silly coot! 


et HELD 
yy 


МОВА: Аз the very first symptoms of 
` a Cold or Sore Throat, report .at once to the 
First Aid Room. Something cen be done about it 
















woman, will meet you half-way. 


judges of accommodation and of food. 
It is. the duty of these billeting officers 
to obtain every possible scrap of 
accommodation, to see that the needs 
of thé working girl in particular are 
catered for; to take up complaints put 
to the welfare department by the 
workers, 

.. In. every case accommodation has 
been scrutinised. The billeting officers 
have been able to assess the standards 
which the local housewives can live up 
“to under present conditions. So far 
this service seems to have reduced not 
only absenteeism but also the tendency 
to "throw in the job" among the 
younger people particularly. 

It is perfectly true that under the 
. Essential Works Order no worker can 
leave his job without permission. This 
is the theory. But every manager 
knows that in practice the Order is 
largely a dead letter. I recently ran 
across a works which had several 
hundred people on its books of whom 
it had completely lost trace. This is an 
extreme case, but every factory "loses" 
sóme members of its working staff 
every week in these days. The present 
concern has found the billeting officer 
the most effective check on this ten- 
dency. Incidentally, the billeting officer 
is often able to put her hands on a 
missing member more easily than any- 
body elsé through contact with the 
housewife with whom the worker is 
staying. 

In dealing with absence from work, 
the company has found a fairly strong 
disciplinary policy best. Careful records 
ate kept of absenteeism and its causes. 
Workers persistently absent or slack 
: are simply dismissed. 

The company finds that under the 
, .Essential Works Order the national 

sservice officer, while һе can only 
reprimand for occasional absence, is 
prepared to sanction dismissal for 
recurrent or prolonged absence with- 





Make a joke of the bother involved—and the average worker, man or 
Informal approach makes these two posters 
probable winners among methods of fighting 'flu by preventive methods 










E 24 

: Koow-all caught а Cold 
(Nancy simply won't be told) 

“Nancy's now in bed with FLU 
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out reasonable cause. I think that 
many managers and some officials are 
unaware that the power of dismissal 
is still available to the employer with 
the sanction of the national service 
officer. 


The Shopping Problem is 
Unnecessarily Acute 


The company makes every effort, 
however, to provide invigorating direct 
propaganda as a stimulus to work. So 
far the visit of two members of H.M. 
fighting services has aroused the 
greatest enthusiasm among both men 
and women. Each of these two officers 
gave a little talk in which he told of 
actual experiences, explaining just 
where good workmanship had proved 
its worth. Their direct way of talking, 
and knowledge of the job, immensely 
impressed everybody. The management 
feel that this is a form of sensible 
contact between fighter and worker. 

The shopping problem is as acute 
here as anywhere. I should say that 
there are many more customers for the 
fewer shops than before the war. 
Local factory owners have had no more 
success with their shopkeepers than 
anybody else. They simply will not 
open their shops at the lunch hour, 
neither will they open for another hour 
and a half at night. In my view 
drastic legislation is going to be needed 
on this subject. Nothing I have seen 
anywhere convinced me that the shops 
are so short-staffed that they cannot 
close for 14 hours in the afternoon and 
open either at lunch time or after 
normal working hours (except, of 
course, the one man or one woman 
business). 

The company has met the difficulty 
to an appreciable extent by arranging 
for free Saturday afternoéns for all 
employees, subject, of course, to pro- 
duction demands. Admittedly it also 
shortens the working week, but in fact 





` put, but resulted in a small increase. 


У 


Sat e n 
failed to. reduce out- 


However, unpopular the idea of the 


"shorter working week may be with some 


industrialists and many officials, there 
is no question that it has paid here. 

Indeed the management regard it as 
one of the essential reasons for their 
low. average of absenteeism. The 
extra half-day gives the women time 
not merely to get their shopping and 
household work done, but also to get 
some very much needed fresh air on 
Sunday and it is just this longer 
week-end, they believe, which "keeps 
up" the spirit of the people through the 
working week. 

Naturally the health of the workers 
is of considerable importance, and the 
company provides a surgery ^ with 
doctor and trained nurses in attendance. 
In addition to attending to cuts and 
other minor accidents, they assist the 
health of the workers by supplying 
vitamin capsules which help to build up 
the constitution, and supply other 
helpful tonics and cold preventatives 
such as quinine and cinnamon. Ultra 
Violet Ray and Infra Red lamps are 
at present being installed, | 

An excellent canteen has always been - 
a feature, where good hot meals are 
provided at very reasonable prices. A 
system of staggered lunch hours is 
arranged in order to cope with the 
large number of workers availing 
themselves of the canteen facilities. 

On one point the company lay special 

emphasis. This is heating and venti- 
lation. They have found that cold 
fingers and cold feet in the morning and 
stale air at night are important factors | 
in reducing the average human being's 
capacity or desire to work. Their 
factories are amongst the'warmest and 
yet the most airy.in the country. These 
services, of course, cost money, but 
the company has found that they pay 
for themselves over and over again. it 
is the attractive factory to which 
parents want to send their children; to 
which newcomers are normally advised 
by the old hands in the neighbourhood. 
. The company rank good wages first 
in reducing absenteeism, the shorter 
working week second, transport, 
facilities third, and the canteen fourth. 
It will be noticed that these findings do 
not tally with BusrNEss's last survey 
on this question. Hundreds of firms 
approached under this survey put 
“cutting out Sunday work” first, 
“reducing hours” second, and “inter- 
viewing persistent absentees” third. 

However, Sunday work has since 
been largely stopped; otherwise it. 
would doubtless have ranked first. The 
divergence is, therefore not so wide 
as might appear. Where this company 
is perhaps unique is in stressing high 
wages and transport facilities, I think 
many managers would agree with them 
on the latter point, but not on 
the former. It is to be remembered, 
however, that the company is operating 
in an area where labour is noticably 
independent. : 












the Employee 


Here are the precise methods developed for interviewing 
employees regularly by trained personnel at the Western 


.. Electric's Hawthorne Works. 







What is the basic difference between 
; the, Western Electrics new methods of 
dnterbiewing employees and the ordinary 
"method used by welfare officers and 
“employment managers? You have 
stated the rough outline of the method, 
tobulating its results, but you do not 
give the actual technique which enabled 
the. interviewers to overcome the 
workers suspicions. 
., The new technique is not simple. The 
interviewer is now trained (а) to let 
ће employee lead the conversation; (b) 
to. avoid preconceived ideas which 
"would prevent him from catching any- 
“thing new; (c) to avoid incoherence by 
‘having no background context in his 









mind. 
Here is the core of the training 
system. * 


For thàt reason the interviewer starts 
with a.conceptual scheme in which he 
3 has been drilled. The following are the 
les. he: follows : 
V'fhe interviewer should treat what 
ds said. jin ап interview as an item in 
a context, 

с А. The interviewer should not pay 
^^ exclusive attention to the mani- 
fest content of the intercourse. 

B. The interviewer should not treat 

everything that is said as either 

fact or error. 
C. The interviewer should not treat 
| everything that is said аз being 
$ at the same psychological level. 

2; Тһе interviewer should list not 
only to what a person wants to say but 
also for what he does not want to say 
or cannot say without help. 

3.. The interviewer should treat 
the mental contexts described in the 
preceding rule as indices and seek 
through them the personal reference 
that is being revealed. 

4. The interviewer should keep the 
personal reference in its social context. 
| A. "The interviewer should remember 
that the interview is itself a 
Social situation and that therefore 
the social relation existing 
between the interviewer and the 
interviewee is in part deter- 
mining what is said. 

The interviewer should see to it 
that the speaker's sentiments do 
not act on his own. 

Rule 1. The interviewer should treat 
what is said in an interview as an item 
in a context. 


*"Management | and the. “Worker, " by E. J. 
Roethlisburger and William J, Dickson (Harvard 
jniversity Press, U.S.A.). Both the Managment 
rary and the Institute of Industrial Psychology 
ave a. copy available for loan to members, 
therwise the book must be obtained direct from 
he American publishers. Ed. 
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BUSINESS is indebted to the 


Harvard University Press for their generous permission to 
print this important record 


The relation between any item in an 
interview and “contex” wil become 
more clear as the following rules are 
discussed. It may be said here, how- 
ever, that the interviewer is constantly 
seeking a context for every item in an 
interview. Although in this sense the 
context is that which the interviewer 
adds to the interview, this addition is 
not arbitrary. It is ‘constantly being 
subjected to verification and modifi- 
cation as new items and interrelations 
appear. This first rule of interpretation 
has several important corollaries. 


Guard Against Emotional and 
Personal Significance 


Rule 1A. The interviewer should 
not pay exclusive attention to the mani- 
fest content of the intercourse. 

This rule warns the interviewer to 
guard himself against falling into a 
common attitude that he as a human 
being is likely to take in a social con- 
versation. When two people аге 
exchanging thoughts and sharing ideas, 
attention is likely to be directed 
exclusively to the manifest content of 
what is being said. In the. heat of 
discussion the emotional and 
personal significance to the partici- 
pants of the topic being discussed, 
let us say, for example, the "cause 
of the depression,” the "Supreme 
Court," the “equality of women.” 
is missed. Frequently it is this 
ignored factor rather than any strictly 
logical consideration which accounts 
for the respective positions which the 
participants take on the question under 
discussion. 

Here is an illustration. At an after- 
noon tea in New England, attended by 
members of both sexes, a woman made 
а remark to the effect that the English 
public school system tended to make 
men brutal. All in the group took sides, 
some agreeing and some disagreeing 
with the generalisation. A heated and 
lengthy discussion followed in which 
the merits and demerits of the English 
public school system were thoroughly 
reviewed. In other words, the state- 
ment was taken at its face value and 
discussed at that level, 

No one, seemingly, paid attention 
to the fact that the woman who made 
the statement had married an English- 
man who had received an English 
public school education and that she 
was in the process of obtaining a 
divorce from him. Had it occurred to 
the others, as it did to one person in 























the room, that the woman has € 
more clearly her sentiments t 
her husband than she had exp 
anything equally clear about. 1 
English publie school system, and that 
the. form in which she expressed her 
sentiments had reacted on the national 
and international sentiments of her 
audience, which they, in turn, had more 
clearly expressed than anything equally 
clear about the English public school 
system, such an idea would have been 
secretly entertained and not publicly 
expressed for that is the nature of 
polite social intercourse, | 
But in an interview things are 
wise. Had this statement been m 
an interview, the interviewer wou 
have been misled’ by the manife: 
content of the statement. He w 
have been on the alert for a personal ; 
reference, and, once he had learned 
about the woman's husband, he would 
have guided the conversation on t 
topic rather than on the English public. 
school system. 









Everything is Not Fact 
or Érror in Replies 


Rule 1B. The interviewer should - 
ireat. everything that is said as either. 
fact or error. 

This is a favourite false dichotomy 
for the beginner in interviewing. He 
tends to be exclusively concerned with 
the truth or falsity of what is said in 
the interview. Everything for him is 
cither fact or error. Now the majority 
of statements made in the interviewing 
programme at the Western Electric 
Company were, strictly speaking, 
neither facts nor errors. They were 
more in the nature of non-faets. To 
ask of such statements whether or not 
they are "true" involves a completely 
different kind of meaning than to ask 
the same question of а statement 
capable of verification. 

For example, take three very 
common statements made by employees 
os the interviewing programme: 

. My wages last month averaged 













the Interviewer. 
-Watches 


|. Explicit, 






Iniplicit, 









































A=verbal behaviour of person. 
В == оуеті behaviour of person. 
Czzsentiments, desires, interests, etc, of 
_ that person (personal reference). 
D==the person's past history 
(social past). 


Ethe person's present inter- E 
personal relations — (social 
present), 


CONFIGURATIONS Ок RELATIONSHIPS TO 
1 BE TAKEN INTO Account Bv INTER- 
| | VIEWER. 


only $35.00 per week.. I used 
to make more. 

(2). Working in the company is like 

* being in a jail. 
. (3. This is the most 
company to work for. 

If the interviewer doubts the truth 
of the first statement, he can easily 
verify it; not so with the second or 
third statement. Of course, the inter- 
viewer can ask. Do most employees 
agree with the second or third state- 
ment? He may find: 

(1) The majority of workers 
agreeing with the second state- 
ment. к 
The workers divided between the 
second and third statements. 
The majority of workers 
agreeing with the third state- 
ment. 





(2). 
(3). 


Using True in a Quite Different 
Sense 


` Should the interviewer find that most 

of the workers agree with the third 

Statement can he conclude therefore 
that the third statement is "true" and 
the second is "false"? If he does, he 
is using "true" in а sense quite different 
iromrthat in which he used it in veri- 
fying the first statement. If 99 people 

^in a room agree that the temperature 
of the room is 72°F., with only one 
person claiming a temperature of 
68^F., the question is not settled by a 
majority opinion, 

All the rules mentioned thus far can 
be briefly summarised in the figure 
below, which roughly represents the 
configuration «of interrelation which 

these rules warm the interviewer to 
keep in mind. 
. The verbal and overt acts (A and В) 


areto be sough 


wonderful 


ments which such conte 
(personal reference, C). These se 
ments in turn, are to be seen in relation 
to their social reference: the speaker’s 
past social conditioning (social past, 
D) апа the present personal interre- 
lations he has with the groups ín which 
he is now living and working (social 
present, E). 

‚ Only by keeping together such a 
complex of interrelated factors can 
significant uniformities among the 
statements made by any one person, 
or among the statements made by 
different social groups, be obtained. For 
instance, the translation of statements 
in the form A dislikes B because B has 
the characteristic into the form A dis- 
likes B because B violates such and 
such sentiments of A frequently allows 
the interviewer to obtain uniformities 
which he otherwise would miss. 





Interviewers’ Own 5 Rules for 


Conducting an Interview 


Many times the interviewer finds, for 
example, that the sentiments A has 
toward B are the same as those A has 
toward any person having the same 
formal social relations that B has to A. 
For example, A has the same senti- 
ments toward B, C, and D, his super- 
visors as he has toward E, his father, 
that is, toward all people who in 
relation to him hold a position of 
superordination. 

Moreover, in interviewing groups of 






:ntiment : : Ww d B (a 
! of the company, for example) 
€ shared. by all other people who аге 





i socially: differentiated in the company 


Structure in the same way.that-A is (in 
age grouping, service. grouping, social 
and economic status, etc.). 


Ask Questions Only Under 


Certain Conditions 


The interviewers formulated five 
rules for the conduct of interviews, to 
which they tried to adhere fairly 
closely. These were as follows :— 

l. The interviewer should listen to 
the speaker in a patient and friendly, 
but intelligently critical, manner; 

2. 'The interviewer should not dis- 
play any kind of authority. 

3. The interviewer should not give 
advice or moral admonition. 

4. The interviewer should not argue 
with the speaker. ; 

5. The interviewer should talk or 
ask questions only under certain con- 
ditions, 


(a). To help the person talk. 

(b). To relieve any fears or anxieties 
on the part of the speaker which 
may be affecting his relation to 
the interviewer. 

(с). To praise the interviewee for 
reporting his thoughts and 
feelings accurately. 

(d). To veer the discussion to some 
topic which has been omitted or 
neglected, 

(е). To discuss implicit assumptions, 
if ‘this is advisable. | 





Eleven **Bewares" for 


Correspondents 


1, Don’t wait until you begin to 
dictate to think of what you are going 
to say. It wastes the typist’s time 
and causes you to ramble. Meaningless 
introductions and sterotyped openings 
are the inevitable result of haphazard 
thinking. 

2. Don't get writer’s fright. You 
won't if you forget that you are 
writing а business letter and just talk 
to your man on paper. Fifty per cent. 
of good writing lies in being natural, 
the other 50 per cent. in being able 
to think straight. 

3. Don’t try to impress people. The 
best writers have the knack of talking 
with people rather than at them. 

4. Don’t use big words. Short, easy 
words have much more punch and the 
recipient of the letter may take you 
for an ass if you use a long word in 
a slightly wrong sense. 

5. Dont waste words on an intro- 


duction. People want you to come to 
the point. It irritates them if you 
don't. 


6. Don't ramble. Build up your 


letter point by point, each point in its 
proper sequence and only then if it is 
necessary to attain your objective. 

7. Don't be insincere. The business 
of being “surprised” or “unable {о 
understand" is overdone. Be honest 
and say what you really think. 

8. Don’t apologise for a price or a 
policy. Let the tone of your letter be 
courteous and considerate, but be firm 
and ever ready to uphold your attitude. 

9. Don't be afraid to ask for what 
you want. If it is an order, ask for it 
plainly. It it is a favour, make clear 
what you wish done. If it is money, 
state the amount and when you want it. 

10. Don’t be self-centred. Put your- 
self in the other fellow’s place. It 
helps to make for clearer and shorter 
correspondence. 

11. Last, but most important of all, 
remember that paper is in short supply. 
Don't write any letter that is not really 
necessary. Don't take a copy unless 
it is needed for permanent filing. 
Unnecessary letters waste your time, 
your typist’s time and paper! 
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Бет months ago BusrNESS was 
privileged to publish the first 
details of the extensive scheme for 
employing women workers on a part- 
time basis, which had just been intro- 
duced by Standard Telephones and 
Cables Ltd. Since then, this idea has 
been adopted by numerous industrial 
concerns all over the country as one of 
the most effective methods of over- 
coming the problem of labour shortage. 

One of the difficulties that have been 
encountered by firms thinking of using 
this idea is to discover whether the 
woman could not reasonably be 
expected to be engaged in full-time 
employment. It has been found that 
considerable numbers of women were 
endeavouring to avoid their National 
Service obligations and if they could 
do so by offering to work part-time 
in a factory then they were satisfied. 
Furthermore, to employ such women 
was simply asking for deliberate 
slacking during the short period they 
were in the factory. 

By leaving it to the local labour 
exchange to obtain satisfactory evi- 
dence on this point, before recom- 
mending the women, has obviously been 
the most effective manner of over- 
coming this one possible flaw in an 
otherwise excellent scheme. 


Three. Methods of Part - Time 
Working, all Practical 


Experience of the past six months 
has shown that successful part-time 
employment arrangements usually fall 
into one of three types: 

(1) Tur Surrr MreTHOD: that 
originated by Standard Telephones and 
Cables Ltd. ie, two shifts, one 
working mornings six days a week and 
totalling about 27 hours a week and the 
other five-days a week on afternoons 
with a total of about 25 hours. Among 
others, this has the advantage of 
cutting out the necessity for a luncheon 
interval. It suits the arrangement of 
the average domestic household, 
because the mornjng shift does not 
start too early, finishes in time for the 
preparation of the mid-day meal and 
leaves ample time for shopping and 
other domestic needs. The Saturday 
morning attendance on this shift is not 
the difficulty it tends to be for many 
other married women workers, since 
the shopping can be done earlier in the 
week or on Saturday afternoon. 

(2) Part-oF-THE-WEEK WORKING: 
Some firms, particularly retail distri- 
butive firms, prefer to have workers 
attend: for alternate two or three days 
periods. 

(3) One-NiGut-or-ONnE-Day-a-WEEK 
Workinc: This arrangement has been 
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More About Part- 


Time Workers — 


"Talent Spotters” 


tried out in some areas to provide 
relief for regular staff. 

Of the three methods, the first has 
had the more general success and has 
been thoroughly tried out under varying 
conditions. 

One relatively small objection is 
sometimes raised, that National 
Insurance ‘contributions must be paid 
for both sets of workers, involving 
double expense for these items. If 
this is to be considered so must the 
fact that the afternoon shift of workers 
should come to work fresher than full- 
timers working through the afternoon, 
The productive capacity of some plants, 
too, is increased since there is no break 
for lunch, and one shift takes over 
the moment the other is clear. More- 
cver, absenteeism is reduced. The 
women do not have to stay away to fit 
in their domestic work, nor do they 
over-tax themselves by housework on 
top of a day’s work in the factory. 


quee needs of war production have 
brought to light the need for 
several new important posts in every 
organisation. The first of these came 
to the notice of practically every 
concern when supplies began to fall 
off and even those covered by definite 
contracts with set dates for delivery 
failed to arrive. Hence the "material 
chasers", which figured so prominently 
as one of the most successful means 
of stepping up output in the recent 
nation-wide survey conducted Бу 
BusiNEss. 

The great influx of "green: labour" 
into the nation's war factories, men and 
women largely unproved as to their 
abilities on the work bench or pro- 
duction line, has now produced another 
important official—the "talent spotter.” 

Many factories are still content to 
leave reports on the aptitude of new 
workers to their foremen or charge- 
hands. ‘More wide-eyed managements, 
however, realise that while a foreman 
may readily complain about an unsuit- 
able worker he will be only too keen to 
keep a clever and adaptable one to 
himself. 

Having experienced that short-cir 
cuiting of useful newcomers, some 
factories have appointed a senior 
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job of 


executive to undertake the 


talent spotter. In one case recently 
brought to our notice the assistant 
works manager has the job of 


'weighing-up" every newcomer after 
he or she has been in the works for 
three weeks. At the end of that time 
a specialist from the employment 
department examines the  trainee's 
record and 1f he recommends à man or 
woman as having special merit the 
worker is given a private interview 
Other workers, too, are asked whether 
they are satisfed with their job or 
whether they think they could do some 
other task in the factory with greater 
aptitude. Both types of interview give 
the workers the impression that the 
firm is taking an interest in them. Both 
are informal affairs—simple question 
and answer conversations which help 
to keep the trainees abreast of the 
firm's difficulties and requirements, and 
so make them keener on their jobs. 


Just where should material chasing 
begin and end? That question is often 
asked of Busness. Next month we 
publish an article explaining how one 
great concern has a three-part chasing 
plan, one operating outside and two 
inside the works, 

Recently we have heard of chasing 
brought to its logical conclusion in two 
instances. In the first case, a sub- 
contractor of a large concern could 
not produce the necessary output to 
schedule. The chaser reported that the 
work was being done on individual lines 
where it could be mass produced in 
greater quantities. The managing 
director of the first concern fherefore 
went and stayed at the second until 
he had completely re-organised the 
shop on flow lines. 

In the second instance, a large con- 
cern found that a sub-contractor was 
behind schedule, not because he 
lacked skilled workers and adequate 
machines, but because the work was 
not planned on a sound progress system. 
So the first firm installed a progress 
system in the second free of charge. 
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Can you. tell us what is the best method 
for a business to pay its employees serving 
with the forces? We cannot afford to make. 
up salaries entirely.—Reader, 

INCE war broke out many business 
"houses have been making up the 
"salaries ої their employees who 

have joined the Forces, The increasing 
‘call-up of men and women is adding 
considerably more to the long wages 
bill of the Service employees. As the 
war has lengthened, firms have had to 
modify the generous subsidy schemes 
.ihey introduced at the outbreak. Some 
have adopted methods of payment based 
on the financial circumstances of 
their serving employees. 

The type of subsidy scheme a 
business’ can operate differs greatly 
between large and wealthy houses and 
smaller айа less prosperous firms. To 
give readers an indication of how 
large and smaller establishments are 
meeting these obligations, we asked a 


‘number of firms to explain their 
systems of payment. to employees 
serving in the armed forces. These 


answers are given below. 


Forced to Revise Military 
Subsidy Scheme 


. A large well-known store: For some 
months after the war we made up in 
full any loss of income arising from 
the enlistment of members of our staff. 
The number soon grew. When it 
reached 1,500 men, it became obvious 
that. the financial burden was heavier 
than the firm could stand if the war 
was to be a long one. Unfortunately, 
our store also suffered severely from 


: enemy action, so reducing trade and 
profits. + 
Consequently we were forced to 


revis our military subsidy scheme and 
we have now instituted what we believe 
| to be a just equitable system of pay- 
© ment. 

> This is how it works: Each man 
с саЦей up for service submits his case 
оа sub-committee of the elected Staff 
Council This committee investigates 


thoroughly and sympathetically the 
claimant's financial position. He is 
to make a statement of his 


itments—his rent, the cost of 
ing and lighting, insurance policies, 
number of his dependents and any 
r details. which may assist the 
rom the facts submitted, 
the committee decides ^ the man’s 
“subsidy.” It is paid weekly in cash, to 
«the person appointed to receive it. 

CCA ^ lamp manufacturer: Our 
allowance for men called up for 

г 









Which is the 





the Forces 
Best 


basic salary minus their Army pay and 
allowances. Another ten shillings is 
deducted as being equivalent to the 
cost of food and clothing while in the 
Service. 

The following is a typical example : 





Normal salary from company £5, 
85 per cent. is £4 5s. 
Deductions are :— 
s d. 
Army pay an si e. 17-6 
Wife's allowance — ... e 08 0 
Child's allowance 7 6 
Value of food and clothing 
supplied in the Service I0 0 
Per week ... da 213 0 
Allowance from company ... 1 12 0 


The maximum allowance paid is 50 
per cent. of the normal salary. This 
scheme comes up for review by the 
management every three months. It 
has recently been extended till the end 
of March. 

Carton manufacturers: In our view 
it should not be left to individual 
organisations to decide whether a man 
should be given additional pay for 
serving in the Forces and also. how 
much he should get. It makes for 
inequality and discrimination and is 
unfair. It must cause a good deal of 
annoyance among the men. 

We are impressed by the thought 
that the country has to provide the 
money to pay for the Army; it also 
provides for the civil and municipal 
services. As citizens we take grave 
exception to the money which we help 
to supply for the civil and municipal 
services, being in part diverted for 
the benefit of a small section of the 
Army. 


Solution Is To Revise Army 
Rates 


Tf it is considered by the Treasury, 
that the Army rates of pay are so low 
that a man cannot expect his depen- 
dents to hve upon: or he is unable to 
meet obligations into which һе has 
entered, the obvious solution seems to 
be Чо raise the Army rates. n this 
way, reasonable charges that the man 
and his dependents may have to face 
can be covered. We see no. justifi- 
cation for charity. | i 

Holding these principles, we have 
never promised to make up the pay of 
our staff serving in the Forces. Neither 
have we a scale of allowances, In 
every case where an employee has 
dependents, we have made allowances 
which we think a i 














































Method ? 


think it is the right method, but in 
the absence of proper provision by the 
State, we feel we cannot allow our 
employees to rely upon the charity of. 
other people. 

Chocolate manufacturers : 
a scheme in operation under which we 
make up both the separation allowance 
and the compulsory allotment of a` 
service man. The allowance of an 
officér's wife is also made up. The 
subsidy forms^a certain percentage of 
the employee's former earnings. 1а 
addition we pay the man or woman's 
pension contribution and the firm's con- 
tribution, irrespective of income. 

Since the outbreak, our original 
scheme has been extended. For example, 
we have made some allowance for the 
rise in the cost of living. 

A large industrial company: in the 
case of married members of our staff, 
the firm make up the difference between 
the salary of the employee on Septem- 
ber 3, 1939, and his rate of pay on 
joining the Service. Any subsequent 
promotion or allowances arc for the 
men's account. 


Two 


We have 


Months’ Salary on Joining 
Up | 


On joining up .staff members are 
paid two months' salary, and after each 
year's service à month's salary is paid. 
For single теп and women the firm 
fully maintain the. employees contri- 
bution to our superannuation fund. 

In this way we keep in touch with 
all our staff on service, and find, in the 
main, that our scheme works exceedingly 
well, -It is understood, however, by 
all employees, that should the position 
necessitate the change in these arrange- 
ments, this will be made. 

An insurance firm: In September, 
1939, directors:of this company decided 
that members of the staff called-up for 
service should receive their net salary 
or wages. From this it was agreed to 
deduct. 10s. a weeks to cover mainten- 
ance, service pay, separation and/or 
dependents’ allotments. It was also 
decided that efficiency pay | 
minor allowances would be disregarded, : 

‘Since that date further concessions: 
have been granted; they are: i 

(1) 58: а week deducted from the d 
sübsidy to-married men. 

(2).Children's allowances and апу 
increase in wives' separation allowances ; 
are not deducted. 

(3) The additional separation allow- 
ance of 3s. 6d. to wives in the London 
area is not лл ; 
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and similaf ^^ 








o Statt Manager; Ж 
i Date 
CHILDREN'S ALLOWANCE CLAIM FORM, 








PR E ———— Ө, 


———Á——— (€ Мо... 


Department 


Pay 


tank... 


“Unit Postal Address .. 


Pay and Allowances 


per week 
£ s. d. 


Self (full Service pay) . 
Wife (not шийир allotment) 


Give | First child... nae 
names | Second child . 

and | Other children. (enter singly) . 
nges. ! Any other allowances ... m 


(including War Service Grants 
Advisory Committee Allow- 
ance). ` 


Weekly Total 


Signature of responsible Officer of your Unit. 





lf. child is 16 or over give here name of 
educational establishment being attended 


Pay at H——- . 
(without deductions). 

Deduct total pay and allowances 
from overleaf. - 








Nett difference 

Company to allow — ~ 

‚Хате. and address of person io “whom hom the 

jowance should be sent, and who will sign the 
t оп your behalf. 










"ease send my allowance to: 


Name sese m m ИРИСИ . 
Er TE 
Signed eese ны нала н Ыы ШУН ON 
pate E 





It is the company's practice in 
-assessing Service pay to deduct only the 
basic rate of pay and not the gross 
rate of pay. 

Men who become officers have no 
“maintenance deduction from their pay. 

In‘the current year the company has 
expended approximately £600,000 in 
subsidising their serving employees. 


Allowances to Employees on 
ational Service 
Am exclusive store: The sections 
«below. on pensions and hardship 
cErants. apply to all employees on 
national. service, while that 
Children’s. Allowances applies only to 
employees. іп the Armed Forces. 
The = pension account of each 
' employee on national service is ‘kept 
“open and the firm continues to pay its 
“awn contribution to it. It guarantees to 
UE those who serve with it for six 
months. after return, to pay into the 
Pension Fund the employee's contri- 





. butions for the whole period of absence, · 


-so that for pension purposes service is 
ontinuous. 

Those attaining the age of 25 while 
ing are made members of the Fond 












on. 


severe financial hardship. Е 





giving full information. This is con- 
sidered by.a committee representative 
of management and staff, which 
reviews these grants from time to time 
in the light of any.new circumstances. 


Married Men With Children 
Under Sixteen 

The grants and allowances are made 
as a free gift payable on the last 
Saturday of each month and they are 
renewable from month to month. 

Employees in receipt of a Children’s 
Allowance and who wish this to con- 
tinue complete the form which 15 
attached. As from January 31st, 1941, 
the previous deduction of 10/- per 
week from civil pay covering service, 
food, etc. will not be made. 

The conditions governing the grant 
are: (1) The grant is made to married 
men with children under 16 when civil 
pay is greater than Service pay and 
allowances (including any grant from 
the War Service Grants Advisory 
Committee). 


If the diference is more than 5/- 





3 Ideas for 
Dispatch, Planning, E е 


Seven Office Economy Tips 
IARBON copies and replies to letters 
should be typed on the backs of 
letters to which the replies are being sent, 

"No acknowledgment required? оп 
letters or memos dispatched to which no 
reply is required. 

Where possible use octavo instead of 
quarto size paper for letters and forms. 

Use smaller printed letter headings. 

Fold correspondenee as small as possible 
io economise in envelopes. 

Make sure that you take carbon copies 
only when it is absolutely necessary. 

Type or stamp on your letters “Send this 
for salvage after . . . (date)". 

These are some of the office economy 
measures suggested by the Salvage and 
Recovery Board in an appeal to business 
houses to save paper. 


Make the Records Before the 
Goods Arrive 
Y writing receiving — records in 


advance of the delivery of merchan- 
dise, delay in holding goods іп the 
receiving room can be reduced. In 
Marshall Field and Company of Chicago, 
about 20 per cent. of the receiving records, 
or aprons, representing one-third of the 
receiving volume, are made out in advance. 
Clerks prepare them from. waybills, 
ireight bills, and listing sheets received a 
dav before the goods arrive 
'There is no delay in waiting for tickets 
after goods have been opened. Where- 
ever a hand ticket is used, the ticket is 
also. made out in advance of the réceipts 
of. goods from purchase. e To do 
hall Fi 












pP 
in the first place are made by letter, 


paynten 

ior the frst child d 5/- а week 
each subsequent child. If the difference 
is less than 5/- а week, then the cone 
pany will pay 5/- a week. 

(2) Children must be under 16 or 
undergoing full-time education if 16 
or over, 

(3 Commission will be meuh 
civil pay on the average of f 
months before joining up. 

(4) A condition of the allowance: 
the accurate completion of the 
panying form, which will be rep 
periodically, The above schem 
subject to review by the Board 
time to time. : 

The methods of payment out 4 




























































mo this article show the. 
different business houses à 
establishing a wages sy. 


serving employees. 
The most practical method for the 
smaller business would seem to ass 
the circumstances of their 
employees and base any payment 
on the financial position of the 
this should work out praportiong dy 
suitable all round. 


There is even more 


were neted for openit th 
marking stock after it has been di 
buted to the department: f 
operations can be eliminated by com 
the checking and marking. 

Many stores have used this kind э 
combination on certain kinds of articles 
like dry goods. Marshall Field's- has 
applied it to*all kinds ef goods, inc luding 
lamps, household utensils, china and glass- 
ware. 


Use a Model ‘Assembly Line to. 
Assist in Planning 


APER scale models have been úsed 
in car factories to plan the instal- 
lation of plant machinery, but they are 
now being used to allocate the manpower 
on assembly lines, Оп normal plant 
lavout jobs, the first step is the drafting of 
assembly department. floor plans, marking 
obstructions at a scale of 4 inch. о 1 
String is then used to simulate conveyor 
systems and templets of the equipment, 
also cut to scale, are mounted, 
From time studies. and these. fa 
it is possible to mark the theore 
most perfect distribution of mas- 
This is done by ing badge umb 
of the men on cards and motuntin 
cars at stations along the 
The position the cars 
manent, If it- / 
men their few p : 
Different colours on the cards a 
to indicate. the di di : 
men, Thus regular asset 
on white cards, the utilit 
and: inspect Ts On 
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ЖЕК ES 


of 
work 
forms a 
number of firms now employed on the 


EALISING that 
new entrants into 
must take innumerable 


the 
munition 


training 


production of aeroplanes and aircraft 
parts have combined to make use of 
the excellent training facilities afforded 
by one of the leading technical colleges 

North London. 

In many cases the factories of these 
firms were ill-equipped for the actual 
training of "green" women, since the 
work on which they were ultimately to 
be employed was extremely intricate 
and space could not be spared. In 
addition, these employers found that 
they had frequent doubts on the 
following three points : 

(1) Can the average woman do good 
fitter’s work, or must many women be 
trained to reveal a few who are really 
successful as fitters? 

(2) Is a woman to be relied upon to 
follow the drawing applicable to the 
job, or will she fail to understand it? 

(3) Is the average woman reasonably 
versatile at fitter's work, or restricted 
to only certain aspects’ of it? 

Experience gained at this technical 
institute is particularly illuminative on 
all these points. 


Fair Percentage of Unsuitables 


Expected 
Great numbers of women have 
already passed through, and a fair per- 
centage of X "unsuitables" might 
reasonably be expected. In fact, the 
number of failures is negligible. 


Virtually every woman completes the 
course in the time allowed. 

Since the above facts are at variance 
with the expectations or even with the 
personal experience of many firms, it 
is instructive to consider how much a 
uniformly high level of competence is 
achieved in this instance, especially as 
the women are not specially selected 
as being of exceptional promise, but are 
of all ages, types and walks of life. 
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The training of an aero-detail bench 
fitter is divided into three sections (a) 
practical work (b) drawing and calcu- 
lations and (c) technology. Every 
week, two sessions of four hours each 
are devoted to drawing instruction and 
calculations, and one session of two 
hours to technology. All the rest of 
the time is given to work at the bench. 

As the course lasts eight weeks, every 
trainee must put in several hours in 
the drawing classes and this procedure 
enables the woman not merely to read 
a blueprint but also to be quite capable 
of drawing one from the data given 
to her. 


Working Knowledge of Fractions 
and Decimals 


Most of the women start their 
training without any sure knowledge 
of fractions and decimals. In their 


early drawing lessons they are shown 
how to rule lines to stated lengths, how 
to subdivide lines they have drawn, 
how to take part of the length away 
from the whole and how to divide into 
tenths and hundredths. 

This work with the ruler and dividers 
invariably interests them. Апа _ soon 
they are surprised to find that they have 
been doing more than measuring, 
adding and subtracting; they have been 
acquiring a thorough working know- 
ledge of fractions and decimals. By 
the time they have progressed through 
the course to the making of their own 
working drawings they have lost all 
fear of the figures and dimensions on 
a blueprint. 

This real confidence at interpreting 
dimensioned drawings is, acquired by 
all the women trainees and is the really 
important advance which eventually 
destroys any inhibitions they may 
have regarding the work they are about 
to take up. It suggests that, commonly, 
a woman fitter’s difficulty in under- 
standing blueprints can be overcome by 
altering her approach to the work. She 
may not instinctively grasp the relation 
of a drawing to its subject, but if you 
show her how to produce a few 
drawings herself, she will rapidly be 
able to relate any other such dinren- 
sioned sketch to the object it repre- 
sents. 

As experience of training was 
gained the senior instructors visited the 
factories in which their ex-trainees 
were employed. Thus they were able $o 
find out exactly what difficulties they 
were meeting in actual production 
work. These visits indicated that some 
of the generalised practical exercises 
should be abandoned in favour of 
selected examples of actual air-frame 
construction—small riveted sections of 
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T ramak “Green Labour” for 
Aero Works in 8 Weeks 


aeroplanes, representative angle pieces 
and the like. 

A comprehensive range of such 
practical work, covered by some twenty- 
odd blueprints, was thus evolved. And 
every trainee now undertakes the 
whole of this series in the course of 
her training. One advantage of this 
procedure is that every woman is 
working, soon after her entry, on what 
are palpably drawings of aeroplane 
parts. She is thus made to feel that 
she is already playing her part in the 
war effort, Keenness and enthusiasm 
are thus inculcated into the workshops 
and classrooms, and since the woman 
tackles two or three new practical 
exercises every week she has a con- 
tinuously expanding outlook and a 
widening horizon of interesting work 
ahead of her. 

It is recognised, of course, that a 
high standard of achievement in 
drawing work is only of benefit if it 
is backed by corresponding skill at the 
practical work. There is much varied 
experience to be acquired and no time 
can be wasted if the woman is to learn 
all that is expected of her. She must 
practise the correct. use of tools, and 
acquire the ability to file flat and square 
to size. She must quickly learn to 
mark off, using the surface plate, 
scribing block, square and dividers, 
and know how to use the vernier 
calipers and micrometer. 


Must Learn the Technical Terms 
Jsed in Works 


Then she must progress to scraping 
flat surfaces, testing on surface plate, 
drilling, reaming and tapping holes. 
She must also be able to use feeler 
gauges, stocks and dies and counter- 
sinks. Before the course is ended she 
must make templates and simple 
bending blocks and understand the 
forging, hardening and tempering of 
tools. She will also have a knowledge 
of soldering, tinning and sweating 
before she is passed out as competent. 

As all this work is outside the 
normal woman's experience, she has to 
learn many new terms and familiarise 
herself with a host of technical names. 
She finds that in aircraft manufacture 
a dolly is quite different from any of 
her previous notions on the subject. 
And although she may not at the 
beginning of her training be able to 
recognise a rivet when she sees one, 
she must get to know all about rivet 
heads, shanks and tails. She must also 
learn to differentiate between the snap 
head, countersunk, pan, tubular, cup 
and pop types ОЁ rivet. 

It is important that she should be 
able to diagnose the cause of faulty 










or ign t: of 
dangers of damaged plates and weak 
.fivet- heads. are other subjects which 
е strictly taught. — 






Ü Must. Know the Uses of Various 
Files Needed for Jobs 


For indentification purposes she 
must learn that aluminium rivets are 
left uncoloured, aluminium alloy rivets, 
such as duralumin, are often dyed, 
stainless steel rivets are bright and 
mild steel rivets are cadmium plated. 

Her practical work will depend upon 
knowing the uses and cuts of the 
various types of file; she must recognise 
not only the special applications of flat, 

: half-round, square, round and trian- 
¿ gular files in common use but also 
those of such special shapes as the 
матое, knife-edge, pillar, cant and 
fish-back. files. Similarly, the same 
; importance is attached to her training 
;with;drills and drilling. ; 
*^ When marking out her practical 
exercises, it is impressed upon her that 
the scriber and spring dividers must 
mever be used on aluminium or other 
aircraft metal such as  duralumin, 
because a scratch from these tools 
Co would cause a fracture of the metal. 
^ And since even the most intelligent and 
adaptable woman cannot assimilate all 
. the great number of technicalities and 
« acquire а due sense of proportion with- 
^out.some visual aids and reminders, 
each trainee is given some illustrated 
paper work, which she can retain and 
study at her leisure. 

These papers are admirably set out, 
having been evolved as a result of long 
experience in foreseeing and answering 
students’ difficulties. As the trainees 

‚ ‘habitually study them in their spare 
“time, the papers incorporate a good 
selection of ‘test questions, by means of 






















































which the women can test their general: 


knowledge of an aero-detail bench 
fitter's work, 
Examples - Taken From Nearly 


Forty Questions 


Space will not permit of more than 
а few-of these to be quoted, but typical 
exaniples are as follows : 

Name as many types of file as you can, 
mentioning the range of sizes and the 
different ctits. Say tor what purpose you 
would use each type. 

Express in decimals: 
inch; 11/32 inch. E 

"Describe briefly the process of hardening 
and tempering as applied to a chisel. 

Describe the shape and‘ action of a 
tap. Name the taps in normal use. How 

.. Would you proceed to tap (a) a 1/4 inch 
i; hole through a mild-steel plate; (b) blind 
"5/16 inch hole in an iron casting? 
When is a flat chisel used and when a 
Cross cut? В 
Are the flüxes used in brazing different 
from: those used in soldering, © if 
fee.“ DB, 


1/8 inch; 3/16 










forty questions and gives 

idea of the ‘standard. expected 
trainee. PE 

Despite the ambitious programme of 


yg 
of the 


"work planned for every trainee, pro- 


gress is rapid. And, what is much more 
important, it is based on the definite 
requirements of the various aircraft 
firms with- which the women will 
ultimately find. employment. Їп this 





Training 14-20 Years 


Office 


By THE SECRETARY, 


Smith’s 


EGINNERS are introduced to one 

group of engineering companies in 
various ways.. The most satisfactory 
method is to circulate the vacancies for 
girl messengers among the staff. 
Employees then inform their friends 
and relatives. 

In this way most of the applications 
received. come from contacts inside the 
firm, and so the existing family spirit 
between management and employees 7s 
maintained. ^. 

Other sources are also used. Applic- 
ations for young girls are made to 
employment exchanges, schools and 
business colleges and advertisements 
are inserted in local newspapers. 


Group 


Girls are Required to Attend 
Evening Classes 


Girls start between the ages of 14 
and 16. They must first get to know 
the layout of the plant and offices, the 
different departments, and the names of 
executivel and seniors. 2 

То ғап Шагіѕе themselves with these 
details, work in the general messenger 
room under a matron provides them 
with the necessary daily contact. | 

For an hour each morning the girls 
are taken up to the post room, where, 
under the trained eye of a supervisor, 
they learn to identify cheques, invoices, 
statements, etc. 

They usually serve for three months 
as general messengers. During the 
day they are allowed “rests” between 
duties. The matron observes carefully 
how they spend these “breaks.” Some 
knit, others just rest and talk. The 
rest practise. typing on machines 
specially provided for messengers to 
use. i 

Meanwhile some of the girls can be 
promoted to departmental and special 
messengers. These duties are more 
specialised and responsible. 

From the day of their engagement 
girls, as a condition of employment, 
must attend evening classes to learn 
shorthand and typewriting. [n addition 
a class for the new office girls is held 
each week by the firm. Under an obser- 
vant instructor, the -develop their 



















1 ‘centres is over 
ical institute has been built 
up on its ability to train youngste 
for the engineermg industries and, 
while the modern trainee cannot h 
the lengthy training of a 
student, the same thorough 1 
on all sections of the work prec 
standard that more than sa 
local manufacturing concerns, 






















Girls 


of Companies : 
ability and their preferences are care- 
fully noted. 2 | 

Some like typing, others prefer work- 
ing calculators. One type 
enjoys using her initiative; another 
cannot do so. Ву. а steady process the 
girls sort out their own type of job. 
Ап examination is held at the end of 
the year and prizes are distributed to 
the three best girls. 

After the girls pass the firm's. exam- 
ination, they are graded as juniors.to 
the various departments. | 

The juniors are drafted to the firm's 
typist pool from which assistance 18 
drawn when the work imposed on 
department staffs is too heavy, or when 
sersonnel is needed to fill the Bo 
caused by holidays. In this pool the 
junior is able to get all round exper- 
ience as her job varies from day to day 
according to the department in which 
she is working: Competing with senior 
girls in the pool also gives the junior à 
model and raises her standard. 

The same principle applies to juniors 
engaged on other branches of office 
work. From doing the less important 
work they gradually acquire the ability. 
to do more important- jobs: 












Juniors Can Become Private 
Secretaries 


From their position im the pool, girls | 
can continue their progress, IP am. 
executive asks for a bright girl fora 
special job in his department, the be 
girl in the pool is recommended. Т 
girl develops her training sufficie 
she can become a candidate for t 
of private secretary to a de 
head. It all depends, @f cour 
ability she displays at her wo 

This is the pre-war training 
of this firm. Except for engaging 
women, out of reach of the call-uj 
same methods are used to-day, though 
the process is speeded up a little 
conform to war-time needs, THis 
careful training, “plus applied psycho- 
logy, has been successful in producing 
highly trained office girls. The firm 
maintains that the staff it trains is 
superior to most of the out-siders it 
engages. noe ; 

































‘WD Serutinise every form and system 

to see if it is necessary to produce 
^ the record and the same number of 
; copies. : : 


2 Dispense with the use of envelopes 
a except in special circumstances. 


i 3 І Iti 4s unnecessary to use КЕЧЕТ. 
windows in window envelopes. 


4 The 


printing and duplicating 
matter can be greatly reduced. 


Duplicating can often replace printing. 


Ф In writing memos which require 
answers leave space for replies, 
thus saving another sheet. 


6 Make ‘drafts on paper already used 
on one side. 


vu. Standardised stocks will reduce 
^ sthe.amount of stationery needed. 


9 Do not hold more than six month's 
` stock. 





€) A covering memo. in most cases 
$ unnecessary, 


Originals can be circulated to 
departments and returned; no 
ca bon copies are needed, 


New БУА should rarely be 
vosstarted; they should be” used 
etulty. t 


б 12 With а little effort it is possi- 
ble to reduce the length of 
fe? letters. | 


аз Alterations should be made їп 
: oink and try and do as little re- 
typing as possible, 





TL Perforating documents should be 
атое, and padding which can 
be as $ expensive as printing. 


"Consecutive numbers should not 
be printed on documents unless 
‘necessary. 





Ask: customers if Po. 
«monthly statements of ac 


want 
ount. 












Use thinner paper if printing 
on one side, 


Postcards can be used instead of 
letters. 
ЛӨ Store stocks carefully. Keep 


paper horizontally to avoid the 
edges turning up and dust getting into 
the paper. 


smaller. size, 


"Saving Paper 


o Continuation: paper.: should bea. 


Эр Buyers should not be instructed 
to purchase specific.sizes, but be 


permitted to buy off-cuts when avail- 
able. 

ЭЭ Use smaller margins and. less 
* space above гапа below the 
written matter. 

23 АП typing should | be. single 

spaced, 
24 Both. sides of the paper: should 


be used for typing. 


25 Us both aides of the notebook 
pages. 
фф If an answer is “ү а 


reply form four inches by three 
їйсһез сап be used, especially if it 
entails correspondence. 


"Y The memo form should be used 
for all internal messages. 

2S Letter heading оп notepaper 
should be proportionately 

smaller. It is usually best to have the 


type heading across the shorter end 
of octavo size paper to save space. 


29 The backs of incoming corres- 

pondence can be used for car- 
bon copies; the backs of newsprint and 
circulars can also be used, 


ЗӨ Envelopes can, of course, be 
constantly re-used and if torn 
they can be made into pads. 


31 
the paper can be used. 


32 Duplicated documents. may be 


reproduced on the b 
spoiled duplicated material-or r 
ders of duplicated matter. 

Have 


33 
scrap | 


paper. in the office 














ments, 


The heading of paper no longer. 
required can be cut off $0 that : 


40,000 EMPLOYERS COL! 


35 Paper may be shredded Shere ut 


the matter is confidential, and 


sed for packing. 


Зб Printing on envelope should be 
: discontinued. : 


34 Send only one env elope. daily to 
any sales representative or other 


person. 


BS Recover envelopes at a central 


office, it there are many depart- 

By. putting one or two. girls 
on it, envelopes can be made re-usable 
at a fast rate.. 








39 (i) Instead д. using, с рй i 

letter сап folded, in. one 
direction and a double folded. in’ the 
other. One fold is tucked into. the 
other and the postage stamp’ used. to 
close it. The address is typed on the 
outside of the letter. This can be done 
with both octavo and quarto notepaper. 

Gi) Another way is to make a two- 
fold and use small gummed tabs for 
sealing the letter—tabs should be about 
$ in. by § in. 

(їп) A third method is gumming the 
letter paper on the face by say 2 in. by 
Xin. in one corner—using two folds on 
octavo, or with one or two folds for 
quarto. Typing on the reverse can. 
still cover one third of the octava or 
one half of the quarto. 


4 Scrap sales and bought ledgers, 
journals and cash books; over 
six years old. 
. Day book sheets, sales invoices, paid 
accounts and cheques, three years old. 
Orders and petty cash vouchers ; over 
two years old. 
Voucher slips; over one year old. 
All correspondence over three ‘years. 


410 Incoming parcels should Бе 
unpacked with care and materials 


saved and sorted for re-use. 
42 All paper which can be re-used 
should be sorted as follows: 
(a) newspapers; (b) other white printed 
and used papers; (c) coloured paper, 
packing material, cardboard, etc. 

To carry out these salvage measures 
appoint a responsible member of the 
staff as salvage officer. If the job 
is done efficiently you will be astonished 
at the way you can cut costs by saving 
paper. 








FOR 14. 
Mr, Hugh 


A WEEK FUND 


Macrae, Secretary. of the 


-Penny-a-Week Fund for the Red Cross 
“and St. John tells us that 40,000 employers 


have facilitated a voluntary. weekly 
collection in the form of deduction from 
wages, 

Particulars of the methods of starting 


such a collection. can be had from :—R. G. 


Finney, : 


Penny-a-Week | Fund, 
2/, 3 N 


London, М. C2; 
























Wages Records 


and Tax Deductions _ 
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Kalamazoo Lid. 











Here is а three-in-one method of 
providing all the information required 
without additional work and by hand. 


Ө WAGES BOOK when completed and inserted 
in its secure Loose-leaf Binder, becomes your 
permanent Wages Book. Rulings are supplied 
to suit your own needs. 


€) PAY SLIPS are perforated ready for separation 
and gummed for fixing to pay envelopes or un- 
gummed for tins; each, being a copy of the 
relative line of the Wages Book, shows the 
employee how his wages are calculated. 


€) INDIVIDUAL EARNINGS RECORD. As the 
employee's wages are calculated, bis own Record 
is placed over the other two forms for carbon 
duplication. You thus get, automatically, a 
separate summary of each employee's earnings 
—giving, without extra work, the mecesaary 
record for Income Tax deduction; provides for 
Income Tax Returns without special analysis, 
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S we saw last month, the Royal 
Ordnance Factory with which we 
are dealing started with two great 
advantages and two serious disadvant- 
ages. In the first place it was com- 
pletely new, so the most modern equip- 
ment could be used and the factory be 































so organised that mass production 
methods could be introduced right 


away. Also there were no objections 
to new processes, no traditions against 
trying a new method. 

On the other hand there was an 
extreme lack of male labour, which is 


engineering tradition to work upon, no 
_ skilled fitters to be had on the spot. 


‘Fifty-five Operations Done By 
Semi-Skilled Women 


We. showed how the first difficulty 
;was tackled by introduction of a 
training scheme for the women workers 
fresh to the factory, how mass pro- 
‘duction’ was. carried to its extreme 
limits to simplify operations for these 
workers when trained. 

The methods used can best be 
ilustrated by taking a typical gun 
attachment. One of the trickiest com- 
ponents of a gun is the breech block. 
This job has now been split into no 
less than 60 distinct operations. Of 
these, 55 are now done by semi-skilled 
women, and five by skilled men who can 
set their own machines in addition to 
doing the operations. 


|... Only One Operation at a 
Time 


Steel billets for the job are planed 
io width. and sawn across to produce 
12 breech block blanks, the odd pieces 
of which can be used for test work. 
‘Every blank. is numbered and the 
number is maintained throughout every 
operation, | 
tc Formerly the breech block, like most 

"other parts of the gun, was the work 
vof skilled workers, who would.do three 
or four operations, at one set up on 
the same machine. = 
To-day the semi-skilled girl does no 
more than one operation. аб а time, 
~ after which the breech block is passed. 
fo the next machinist... The new system. 


has considerably cut the time required 





















- Complicated Operations А 
for Women Workers 


By breaking up a breech block job into 
sixty distinct operations, most of the 


work can be done by semi-skilled women 


almost unobtainable in the district, no, 









for the manufacturer of the breech 
block. As semi-skilled women are only 
now being put on the final operations, 
it is possible that even more time can 
be saved. 

Naturally this job requires 
entirely new set of fixtures. 


an 


Skilled Operations are Reduced to 
the Minimum 


In arranging complete simplification, 
the planning department analysed the 
job very ‘thoroughly to reduce the 
number of skilled operations to the 
absolute minimum. ` The figures show 
that this was certainly accomplished. 
Unfortunately a change in the model 
was required by the department con- 
cerned just as the shop was being 
‘equipped for the new mass production. 
This caused endless complications but in 
the event several processes were 
skilfully eliminated, so that the enor- 
mous. trouble involved has paid for 
itself eventually. 

Having broken up the job into 60 
operations, the planning department 
then drew up a series of 60 detailed 
operation sketches. Now every girl 
obtains her own sketch of the operation 
she is to perform from a drawing 
store placed in the shop. 

All the devices of mass production 
are being used in this job. For instance, 
holes are drilled in early operations to 
act as run-outs for milling operations 
which are due to follow. Thus, the 
operator has no difficulty setting cutters, 
Incidentally no marking out is done on 
components, 


Difficulty of Securing the Two 
Hundred Odd Jigs 


The usual dangers have already 
reared their heads. There is the 
difficulty of securing the 200 odd jigs, 
fixtures and tools required for the job. 
Inevitably, one or two must be miss- 
ing when the dead line of the schedule 
is reached and one or two missiñg tools 
and jigs can hold up the whole process 


of setting-up—let alone of manufacture. 





“The fi 


am 


‘ration is to mill the four 
ends to rough dimensions 
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= __| Foren’, sel Parm 
Transit card which goes round the 
: shop with the work and Master 
Transit card kept in Central Progress 
Control Office 


ready for grinding. The latter pro- 
cess blanks are ground in groups of 
three mounted on fixtures. Both ends 
of the blank are then milled simultane- 
ously by two face cutters. "The fourth 
face of the blank is ground to а higher 
precision than the other three. 


Prior to the grinding operations the 


cartridge clearance has been roughed 
machined by milling and removing the 
surplus material. 


Milling Dovetail is Done Fairly 


Easily 


The first nine operations are con- 


cerned simply with grinding and milling. 
the blank and for this standard equip- 


ment, such as magnetic chucks, vices, : 


etc., сап be used. CES EC 
The tenth operation is more difficult, 


It calls for a tape in the milling. In 
this straddle milling operation, the 


fixture is offset at the correct angle and 
the operator must work to limits of 
one thousandth part of an inch. 

The thirteenth and fourteenth oper- 
ations call for milling dovetail on 
one side of the block at a time. But 
it is found that the girls do this 
fairly easily. The next difficult oper- 
ation is the nineteenth which consists 
of internal boring and threading the 
block to fit the firing bush. 


Three Operations Later Comes 
Profiling 


A series of simple operations follows < 


until midway in the job. The thirtieth 
operation calls for the use of nine drills 
of varying sizes. Jigs are supplied to 
cover all these drillings and operators 
are not required to set» the tools to 
depth, this being done for them by the 
tool setters. 2 ROUES 


* 


Three operations latet comes pro- 


filing, The girls are. able to. mill 
corners most accurately with a profile 
milling fixture which carries a copy 
plate. Inevitably this entails consider- 
able skili üng the tracer on the 
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Our Hire Service offers the following attractions — 


‘ Advantages | 


You can speed up every branch of your figure work 
and solve many of your staff problems by installing 
a Sumlock. 

No capital expenditure is involved, and your Rental 
payments are usual business expenses. 

You are assured of continuous service because we 
undertake to replace immediately any machine that 
needs servicing. We also assume war risks. 


Terms 


£2.17.6 per month. 

‘This service gives, without initial outlay, but merely 
Гог a monthly ret-tal, all the advantages of mechanised 
accountancy. 


EFFICIENCY IS THE GREATEST NATIONAL ASSET. 
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h: e diffculty 
-each time she starts but quickly gets 
on the right line. 

Probably this operation is not so 
difficult as that of dovetailing the sides 
of the block which is done at a müch 
earlier stage. This dovetailing must 
fit precisely into the breech ring of the 
вип. This really is a difficult operation 













“maintaining a regular level and correct 
angles. A 


fitting operation, where the girls 
remove burrs, and here as elsewhere 
their working tolerance is .002 in. It 
has been found that the use of a pro- 


filing machine dealing with three 
components at a time is gradually 


increasing production of profiled parts 
and may eventually reduce the number 
of operations. The series of milling 
and drilling operations which follows 
“becomes increasingly delicate as the 
„Моск is finished to fit into the gun. 


Girls also Fit and Inspect Breech 


Blocks 


er a time the tool cutting edge is, 
of course, apt to get blunt. This the 
irls reports to the setter. Apart from 
‘using her own initiative the girl has, 
her: tools frequently checked up by the 
‘setter. One setter is allocated to every 
six or seven machines. 

Practically all the fitting and inspec- 
tion of breech blocks is also done by 
girls under the supervision of men. 
Every possible use is made of the most 
delicate testing apparatus. Hence the 
care taken to instruct the girls in the 
use of the apparatus during their course 
of instruction. | 

Every breech block is inspected after 
each important series of operations. 
Last month we showed a typical set-up 
for. checking dovetailed guides at the 
side of the breech block (page 10, 
January Business). This is used to 
check the taper of the dovetail guides 
after grinding and fitting. The guides 
are tapered Чо the base of the block. 
| For this purpose a sine bar stopped at 
one. end is used. The distance between 
‘the two rollers is ten inches. Gauge 
‘slips: аге inserted under the roller in 
- front to Set the sine bar at the required 
„с atigle. 


Line Flow is Used to Arrange 
eS Lay-Out 

Gange blocks are used to set the 
the former being placed in 

(fore the angle is set. The 


By using the gauge at various points 
along the. guide it can easily be seen 
whether Пе guide is accurately tapered. 

line flow s naturally 
arranging "the ~ lay-ont for. 

operations: But = 
deliberately interrupted 


needing great care and attention to` 


This operation is followed up by a 


used іп 


FISTERES 


смўғоге: PROFILE 
MILE iMG тике `- 














` BREECH BLOCH 


A working drawing is drawn by the 
semi-skilled woman operator from 
drawings stores for each operation 


she does, This drawing applies 

roughly to a simple operation in the 

breech block manufacture process 
described here 


machines are placed in different parts 
of the factory to avoid complete break- 
down or production due to enemy 
action., Actually, continuous flow 15 
impossible, because one machine must 
frequently work on more than a single 
operation. 
% 


The Progress System Used Is 
Quite Simple 


The final assembly, however, is on 
line flow and has resulted in quicker 
output and greater accuracy. 


The progress system used for this. 


simplified job is quite a simple one. 
Tt is simply an index tack board, 
showing type of job, how many parts 
are needed for each operation and how 
many are in fact undergoing it, along 
with the total of finished components. 

Only three cards are used (1) Transit 
(brown) Card, which goes round the 
shop with the work; (2) Master (white) 
Transit Card, which stays in the Cen- 
tral Progress Control Office, and (3) 
Job Card. (red), which goes to and 
from the Central Progress Control 
Office at the beginning and end of each 
operation, and can be used as a piece- 
work card, 


Components in course of manu- 
facture are kept in a "Work in Pro- 
gress Store" in special containers 


‘adapted to work with the trucking 


system. When a progressman starts a 
job, he takes the transit card from the 





batch of work to the central progress 


transit ^ card). 


enters. the: same information on’ the ^ 
master transit card, also entering the 
operators number which is given him 
by the progressman who is in charge ої 
the job. А 

The progressman in the meantime, 
has sent the progress labourers, with 
the work, to the machine, and he 
follows. taking job card and operation 
sketch, which he picks up from the 
Drawing Store. (The drawing store, 
tool store, progress control office and 
work in progress store are all in 
the centre of the shop, situated together 
in one compound). If the operation on 
a batch is new, and means a new set- 
up, the progressman's labourer takes 
the necessary tools from the tool store 
to the machine for the setter. 


Progressman Knows It Is Ready 
For Return 


'The progressman is trained to follow 
the urgent items by referring to the 
control board, and informs the foreman 
of the next job to be proceeded with 
when the foreman decides to break 
down a set-up. : А 

When the job is started the foreman 
or progressman signs the slip which 
is torn from the job card and returned 
to the central progress control office. 

This slip is then filed under the 
operation number in a special file, a 
file being made. from each component, 
divided up into the number of oper- 


ations on that component. 


The opérator then completes the 
operation and the. group leader; sees 
that they are taken to the examination 
table and the quantity passed and 
scrapped are entered on the job card: 
by the examiner. А : 

The batch of work is then placed on 
the "out" side of the examination table 
and the progressman then knows it is 
ready for return to "work in progress 
store."- The job card is placed with 
the transit card in a cellulose envelope 
on top of the work by the examiner. 


Master Card then Contains a 
Complete Record 


While the work is being returned to 
store, the progressman returns the job 
card to the clerk, the particulars from 
the job card being entered on the 
master card, and.the job card filed 
under the operation in place of the slip. 
The central progress. control office then 
knows the work is in "work in progress 
store" waiting for the next operation. 


‘Apart from entering the information as 


to the quantity passed, the clerk also 
enters on the master transit card the 
examiner's number, who passed the job. 

The master card then contains a 
complete record of the. work, all the 
operators, who have worked on it, and 
the examiners who have passed it. 

A girl in the. progress. control office 
then moves. the buttons on the control 
board to the operation.as shown by the 













that typists 
have always 
had to do in 
the past... 
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» PRIMUS 





Continuous Stationery 


you automatically clip of ONE 
THIRD of your billing costs. That is à 
definite fact. One-third at least of your 
stenosrapher’s time and energy is 
spent in preparing forms for insertion 
in the typewriter. On all repetitive 
work like billing, invoicing, works 
orders, purchase orders, etc. perfect 
alignment and perfect duplication are 
required. PRIMUS Stationery assures - 
this. The forms are set in continuity. 
All the stenographer has to do is flick 
fier wrist and each set of forms is 
ready for typing | 





PRIMUS Automatic Register 


Yet another aid to efficiency in your organisation! For 
HANDWRITTEN RECORDS, the Primus Register used 
in conjunction with Continuous Stationery ensures the 
same speedy, smooth operation, 
while a copy automatically locke 
in the machine provides 
your auditor with a 
check on each 
transaction. 


















































work in the shop. 


When the sequence is: completed and SE 
the progressman starts the job on the 
next operation, the job card in the 


former operation showing the work is 
in progress store, is taken out when 











“No. per part 


"os 


order is given for 1,000 parts. For 
convenience of Progress and Costing, 





Shall We Appoint 
A Delay Investigator ? 


A Check List for Chasing 


and Progress 


By W. McLAINE, B.Sc. (Econ), Ph.D. 


HEN it is suspected that the 
production of a component is 


falling below the estimated out- 


put, a thorough examination of all 
possible causes of delay becomes 
necessary. It is an advantage to have 


гта member of the staff allocated to this 
work. It is not enough to ask those 
normally responsible to give explana- 
tions, because their ' ‘explanations” may 
merely cover up their own (or other 
people's) inertia. 


A specially- -appointed production- 
methods investigator should conduct 
his own inquiries, make his own studies, 
and his own calculations. He should 
be free to report direct to the higher 
management, and should not be so 
placed that ‘adverse reports made by 
him will jeopardise. his own position. 
The investigating officer should have 
a wide practical “workshop experience, 
and technical training. 


The following notes suggest how an 
investigation sc hedule should be set out, 
under different headings. It may be 
modifed as desired to meet special 
requirements; but as it stands it will 
afford investigating officers valuable 
help in suggesting likely bottlenecks. 


(1) Material 


Is. material coming in in sufficient 
"quantities?-If not, check :— 
(d) Source. 15 the delay due to 


inability on the part of the supplying 

works to obtain supphes of the raw 
¿materials? If this is so, the investi- 
ation. begins at the rolling mill, 
foundry, or "wherever our material 
Comes from, and must he pushed back 
to. the original source of supply 


(b) Transport. 1s the material in 
sufficient quantity „at the supplier's 
works, but unobtainable by us because 
of E delays? If so, are we 
Satisfied that the right effort is being 
“miade to remove this difficulty? Tf due 








to railway delays, can the material be 


brought by road? 

If we now bring it by road in small 
quantities, what would be gained by 
using the railway and bringing larger 
quantities? If brought by road, to what 
extent is transport hindered by 
weather conditions, fog, black-out, 
breakdowns, ete. ? 

Has the transport manager too 
limited powers? Is he merely concerned 
with using such means as are provided 
for him, and does his responsibility end 
there? Or is he free to make sugges- 
tions to the higher management? ‘Are 
the transport arrangements a legacy of 
ordinary commercial production? Is 
transport conditioned by some agree- 
ment between the firm and a transport 
company, or afe there limiting agree- 
ments binding the firm to a particular 
iorm of transport. 


(2) Material —Quality 


Is the material too 
difficulties in production. 


hard, causing 

Is it bought by weight? If so, do 
the suppliers leave too much on the 
castings, forgings, stampings, etc. 
causing loss of time machining off the 
excess material? 


Is the material supplied to the exact 
sizes—or do collets, for example, have 
to be adjusted to suit differences in 
size? 

Has the material specification been 
closely examined for possibilities of 

alterations that will assist production? 


(3) M aterial—-Handling 


ls the material, on arrival, stored in 
the most convenient place for use on 
the first operation? 


Is it properly checked and accounted 
for? Is it inspected, tested, or sampled 
quickly, so that production is not held 
up waiting for, inspection reports? 
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The number per part 
d$ obtained. by the following means. An 










pple Giove by splitting 1,000 into 
There are twenty batches- and 


such batch number is filled in the "Part 
column. 


No.” 





Is there sufficient room near to the 
machines for an adequate supply of 
material? additional room cannot 
be spared, what steps are taken to see 
that the operator has always enough 
material to hand? 


(4) Factory Organisation 


Is the supply of tools adequate? If 
not, is the cause of the shortage to be 
found in the toolroom? If tools are 
brought from outside are the suppliers 
meeting our orders? ТЕ not, does the 


fault lie with them, or is it beyond 
their control? 
Have new sources of tool supply 


been investigated, or are tools obtained 
оп the "We have always bought from 
them" system? 

Do the men have to 
stores for tools to be 
are tools brought to them? 

Do men grind their own tools, or is 
the grinding centralised? If it is cen- 
tralised, is it over-centralised, and 


wait at tool 
supplied” or 


should smaller grinding centres be 
established in the "departments? 

If men are supplied with ready- 
ground tools, what is the minimum, 
number of each kind? 

| there an adequate supply of 

ing tools such as gauges and 





"mierometers ? 


Are men supplied with a list of tools 
required for a particular set-up, or 
are.they left to select as they think 
best? Has consideration been given to 
the method of supplying the complete 
set of tools at the same time аз the 
drawings and instructions? 


Dr MeLaine is Assistant General Secretary of 
Amalgamated Engineering Union. He writes 
article, however, ina persomal eapacity, This 
article has appeared in the "Ehgineering Bulletin," 





A challenge toi' TRANSPORT USERS — 


WANTED URGENTLY! 


100,000 EXTRA 
WAGONS AND LORRIES 


pu rapidly quickening tempo of 
production must be matched by 
the tempo of transport. At least 
100,000 extra wagons and lorries are 
needed. They cannot be manufactured 
because of shortage of time, labour and 
material. But let the loads be handled 
with even greater speed than now, 
and the equivalent of those extra 


wagons and lorries will come into 
operation practically overnight ! 

Transport users—it’s up to you. If 
standstill time can be reduced by even 
15 per cent, those extra 100,000 
vehicles will be provided. Do your 


‘share by preparing now for a. Quicker 


Turnround of the wagons and lorries 
you use! 


Ask yourself these questions 


1—Have you planned to make labour available 
to load or discharge immediately ? Have you 
arranged to load to capacity ? 


2—Have you installed labour-saving equipment 
to speed up loading and unloading? If this 
is not possible, have you improvised ? 


3—Do you help consignees by informing them, 
as far as you can, when the goods you forward 
may be expected to arrive ? 


4——Are your arrangements berwéen your office 
and your loading staff as good as they should 
be? For instance, have you arranged for 
the immediate checking of loads ? 

8— Have you talked the matter over with the 
men who actually load and unload ? 

6—Do you make the most of every hour of day- 
light to clear loads, carrving on into the 
blackout when possible ? 


p> SPEED UPLOADING AND UNL 


Issued. by the Ministry of War Transport 













Your Filing | System 


Call for Salvage of Unnecessary Paper 





Presents Opportunity for Getting Rid of 




















HE call for paper salvage has 

inspired many hundreds of firms to 

overhaul their bulging fling 
systems-—to put out all old redundant 
papers and condense their existing 
systems to ensure that such ov erloading 
of unnecessary papers does not occur 
again: From all over the country 
BUSINESS is hearing of new filing ideas 
which are being introduced to meet this 
aim, Here are some of the best of 
them: 
"Alphabetical name files takes less 
time than geographic or numerical 
filing per paper because there is only 
пе item to consider: the name, as 
contrasted with three items: name, 
mand country (if there is any 
export trade to consider) in a geo- 





aphic file. In other words, the 
abetical method requires two- 
s less handling. than the geo- 





aphical one. 

‘A name file is. not always the most 
effective arrangement, however. Mail- 
ing lists, often compiled to meet area 
sales campaigns, naturally demand files 
sorted by location rather than name. 
Some businesses, based on area, county 
or other classification, too, want these 
geographical distinctions to be pre- 
served in every form. Again, a public 
utility company operating over a wide 
territory often wants to file corres- 
pondence with its subsidiaries under the 
names of towns in which they function. 


s 8 









Alphabetical System is Best for 
Filing 

There is really only one other grade 
of business which calls for geographical 
sorting and that is one which it is 
desirable to keep track of the business 
coming from various localities. If, 
on the other hand, this information 
can be supplied through the accounting 
system, the files arranged by name can 
act as a cross reference to the infor- 
mation arranged geographically either 
on cards or on ledger sheets. 

Apart from these, which constitute 
very few of the considerations when 
adjusting a filing system, the alpha- 
betical system wins hands down. It 
can even be used for handling inter- 
plant and inter-office communications, 
which are often in the nature of 
instructions on matters of policy. 
Because of.this they are frequently as 
valuable next year as this, and some- 
times are not transferred at the end 
of the year. Moreover, individuals 
change, whereas instructions do not. 
It is immaterial whether Mr. A. or 
Mr. B. or Mr. C. issued instructions 
regarding a certain procedure. Filed 











"Antiquated methods 


by subject under the alphabetical 
system the information will be accessi- 
ble without even trying to name the 
executive who may have been originally 
responsible | for the memo, outlining 
this policy... 

Examples of subject headings which 
have been found useful in many offices 
are as follows : 

Accidents and accident prevention. 
Accounting "general. 
Addresses--see. speeches. 

A dvertising—general. 
Agreements—seé contracts, 
Applications (employment). 
Applications (sales), 

Appraisals, 

Budgets—see accounting. 
Bonus--see wages, 

Catalogues. 

Claims—see also insurance, ete.” 

Correspondence is commonly divided 
into regular and miscellaneous folders. 





12 WAYS TO IMPROVE 
YOUR FILING 


1. Substitute alphabetical files for 
geographical or numerical ones, 


2. Incorporate departmental files in 
a central system. 

3. Correspondence with dealers and 
agents should be filed alphabeti- 
cally instead of geographically. 

4. Salesmen's letters, interoffice and 
interfactory correspondence 
should be grouped under subject 
heads in the alphabetical files. 

5. Separate files should be main- 
tained for commercial reports on 
customers’ credit, advertising 
plans, etc. 

6. Subject files should be established | 
for applications, - contributions, 
insurance, personnel and piky 
items.: " 

7. Only the file clerk: may file or 

f find papers. а 
8. By. Г instituting a here -out 
а for files, responsibility for 
Pomoved is мау: estab- 
lished. ; 

9. Cross есе system m 
for easy finding of 

Individual. folders started when- 
ever six, eight or ten papers have 
accumulated under one name. 
11. Material should be collected 
twice daily and sorted imme- 
diately into a temporary file. 

All material, other than special 
subjects, should be ‘transferred at 
the same date bes yeat 


Don't file anything that can be 
put out for immediate paper 
salvage. | 












10. 






12. 










papers. 





upon receipt-of s x, eight or ten pieces 
öt mail (each firm decides its. own.: but 
the numbers given are the usual) 
Wifhin the. regular files all corres- 
pendence is arranged by date with the 
latest date on top because the most 
recent Correspondence is the one most 
frequently called for and should, there- 
fore, be the most accessible. 

Some: firms prefer to. have filing 
material arranged. note by date, but 
grouped by subject, eg, everything 
appertaining to one order together ^ 
even though.. other orders. might 
intervene in the date arrangement. 
Otlfer firms have found that this idea 
causes delays since it usually requires 
a;stapling of papers in order ‘to keep 
them grouped. {t takes twice as long 
to insert new material in a stapled file 
as to put papers loose into folders. 















d Concentrate Under One Index If 


‘Possible 


"Miscellaneous. l folders: ie, those 


vith: which there has 











this is will Бе asbie 
cight or ten letters $ 
mencement of a separate group. 

There is, of course, no зау? 
space by filing material | by, name: 
instead of by geographical or numerical 
arrangement... The same number of 
papers has to be filed in each instance 
and the. same percentage of accounts 
will deserve folders of their own. The 
saving in an alphabetical system lies 
purely in thé elimination of extra 


















of as much filing 
ndex as possible 
has decided adv antages over the depart- 
mentalised type; For example, there is 
only one place to look for material and > 
only one place to send it, thus elimin- 
ating. lost motion. There is also con- 
siderable saving in equipment—a very 





important point these days—because 
one larger index replaces. several 


smaller; ones in different spots, Finally; 
there is the elimination of duplication. 
which invariably мен when: there 
are several files. à 





Keep Current Material Out of the 
Files 


Another point, which has become 
increasingly obvious to a large number 
of firms, is the wisdom in keeping 
material of current value out of the 
files and so reducing the handling and 
space required in the files by these 
Provided the temporary files 
which are set up are cleared every few 


weeks, the accuracy of the filing system 


as a whole will not suffer. 

Special subjects, like insurance ànd 
accounting, may be indicated in the 
general file by a coloured label, which 
will permit them to be included in the 
general file and thus group all papers 
in the one unit. Jn- addition, the use 

: (Please turn to page 40). 





FATHER. TIME: "WELL, YOUNG FELLOW! WITH THAT 
YOULL ВЕ ABLE TO DELIVER THE GOODS ALL RIGHT” f 







pow good ни 
ditions for the 
„Те B TH 
Light- ConditioningCode 
(copy sent on request) 
embodies the seven 
fundamental rules which 
govern all B T H plans 
for the better lighting 
of industry. 








Let -B TH Lighting Engineers 
help you to plan efficient lighting | 
for production and welfare, SUN 





MAZDA 


with MAZDALUX Equipment 


M3934 


B TH for all Electrical Plant and Equipment. 







| “THE BRITISH THOMSON -HOUSTON со. L L 
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LET'S LIVEN UP THE JOB 


<> The factory is all blacked out 
‘on at 6—all right then ! 
seven ? 


"from our booklet “ FITNESS IN INDUSTRY " (new, 
"enlarged illustrated edition just out). 


i 
i 
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| LONDON SHOWROOMS : 


















fne! And: 
Overtime five nig 
—we should worry! Of course there aren 


holidays for the duration—strike up the band! 


What, gentle reader, do you doubt our enthusiastic 
asides ? Well, they're easily explained. We've got 
Solarium in the works now. Twice a week we each go 
along and get a sunbath—and does it make а difference! 
Even the liftman's moustache is beginning to cur. 
again! The sunrays have livened up our jobs and every 
man on them. We all sing at our benches and | 
“He” in the yard during the lunch hour! 


Why don't you try it? — Hanoviae can do this for you 


too. You can get full facts about sunbaths in a factory 


Fill in your name 
and your firm's on the coupon and post it to us. for.a 
free copy. 


HANOVIA LTD., 
SLOUGH т 


The Specialists in Sunlamps 


3 VICTORIA STREET, S.W1, 


Жэ масне жый ЖЕ ee ee эы чеш хы, шик 


Г йн: i i aie эи ше np 






alvage 





















Ү establishing a salvage department 





dollars each vear. 
The object of the department. was 
to analyse all scrap and eliminate 


unnecessary waste by following the job 
through its stages to avoid ‘any 
repetition of waste; to clear the waste 
and scrap iron through one department 
to ensure an accurate inventory; and 
to receive the maximum value from the 
sale of salvage. The salvage organis- 
ation is run like any production depart- 
; ment, It has an accurate cost system 
and competent workers are in charge 
Of reclaiming the waste. The raw 
materials that are dumped into the 
salvage department include corrugated 
. boxes, scrap steel, cardboard paper, 
“pieces of wood, crates, rags, used 
solvents, emery cloth, car bracing, paint 
residue and other odd articles. 


‘Using Vats to Reclaim Wasted 
Т Paint 
The first job of the salvage depart- 
ment was to organise a methed of re- 
claiming the waste paint. The paint 
_is.sprayed into a curtain of water to 
precipitate the fine spray into vats. 
Approximately 95 per cent. is saved, 
the rest misses. After being collected 
from the vats, the paint residue is taken 
pu to the chemist's laboratory. By passing 
» it through machinery to remove both 
dirt and the water, the paint is made 
usable. It emerges pure and durable. 
Last year 60,000 gallons of paint was 
reclaimed in this way. As a result the 
net saving on paint in 1940 was more 
than 21,600 dollars. 





How Scrap Metal Was Reduced 
to 8 per cent. 


In 1935, 17 per cent. of the sheet steel 
purchased finished up as scrap. During 
the last few years the salvage depart- 
ment with the co-operation of 
employees in the works have reduced 
this scrap figure to eight per cent. The 
large. pieces of scrap are put through 
the shears to make them of smaller 
¿uniform size; then they are fed into 
| the punch press to make small parts for 
refrigerators. A considerably higher 
value for re-use is obtained by this 
method. Steel usually sold for 14 
dollars a ton.as scrap can be, by con- 
yerting into unit parts, increased in 
value to as much as 73 dollars a ton. 

In stamping out. domestic articles 
made of aluminium’ there are often 
. Strap pieces left over. By running the 
larger pieces ‘through a. stamping“ 
coperation they are transformed into 
serial and name plates, As this saves 
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| Reduced Costs 


epartm 


purchasing these plates from outside 
the factory, it results in considerable 
lower costs. 


Oily and Dirty Rags are Renewed 
and Sold 


In most factories oily and dirty rags 
are dumped into the dustbin. If rags 
are found loose among the rubbish in 
this factory, they are washed and sold 
as new rags to stores, at the value of 
about 15 cents per pound—the value 
oi new rags. Departments, however, 
who bundle up their rags and attach 
an identification tag, have them col- 
lected, laundered, and returned as 
new for five.cents per pound. This 
is a net saving for the salvage and a 
direct saving for the department using 
the rags. In 1940, about 34,000 pounds 
of rags were laundered and placed in 
use. 


Paper Pads Made From Old 
Cardboard 


In the paper section one of the 
largest operations is making paper pads 
for the shipping room. Cardboard is 
scored and cut into various sizes, and 
then glued together to make any pad 
that may be called for. Last year, 
more than 2,000,000 of these pads were 
made from cardboard which a few 
years ago would have been discarded. 
Many oí the corrugated boxes are 
returned to suppliers at a price that is 
mutually attractive. Some of. the 
waste paper is run through a paper 
shredder to make what shredded paper 
is needed in packing. The remainder 
is baled and sold as scrap. In 1937, the 
sum of 2,500 dollars was paid to have 
the paper.scrap hauled to the dump. 
Last year the paper products section 
showed a net saving of 18,000 dollars. 


Silver Coating is Removed from 


the Web 


„їп manufacturing electrical apparatus, 

many silver-covered contacts are used. 
Aíter stamping out these parts, a web 
is. left which has a silver coating. 
Instead of throwing this web away, as 
is usually done, an electrolytic process 
has been developed to remove the silver 
coating írom the web. It is just the 
rcverse of the original plating process. 
'The silver is removed from the web 
and put on a chromium covered plate. 
The silver does not cling to the 
chromium and can be easily scraped 
off. This silver is then made into silver 
solder. All silver solder requirements 
are obtained in this way. Solvent that 
has been used and is dirty is returned 
to the distilling room where it is run 
through a still to renew again. 


йс МИГ |: 
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cleats and blocks to be used in crating 
appliances. Wood unsuitable for re-use 
is sold for burning. Some of the saw- 
dust from the wood salvage is saved 
and sold to the plating department for 
polishing. 


Emery Cloth is Washed in 
Solvent for Re-Use 


Emery cloth and emery discs are 
reclaimed for re-use by washing them 
in solvent. In general use emery cloth 
does not wear out, the pores of the 
cloth merely fill up with dirt which 
can be washed out. They can be 
laundered six or seven times before 
discarding. In addition to the net 
saving made direct through the salvage 
department, there are even greater 
savings made by departments which 
buy from the salvage department. These 
additional savings are obtained by the 
difference in the price charged. by the 
salvage department and the price that. 
would have to be paid for the new 
materials purchased from. outside 
sources, SOS 

[Condensed from “American Businéss"]- 








Children 
of Women Workers 


ACK of day nurseries and. créches 
where mothers could sey leave 
their infants, are perhaps, the 

main impediments to married women 

entering the factories for war work. 

Realising ^ this, опе 
factory decided to set up а day nursery 
on a piece of land adjoining, but 
separate from the factory. A wooden 
building, large enough for the needs, 
was converted for the purpose. It- was 
divided up to provide an office, matron's 
room, kitchen, bathroom, cloakroom, 
babies' room and cloakroom. Chairs and 
tables of suitable size, play pens, cots, 
toys and even toothbrushes . меге 
provided. 

A matron and assistant nurse, both 
competent and accustomed to children, 
are responsible for the meals, welfare, 
and cleanliness of the children. 

When the children arrive, their 
belongings are each put into a bag pro- 
vided in the cloakroom. They all then 
have breakfast which includes porridge 
and plenty of milk. They play most of 
the morning, till dinner at noon, which 
consists of soup, vegetables and milk 
pudding. 

The meals, regularly planned, and 
plenty of sleep, often build up the 
health of the children more benefically 
than if they were at home. i 

-In this way, this firm has attracted 
married women workers to its factory. 
In many cases these women were 
skilled workers before getting married, 
and they needed only a little practice 
to become valuable and productive 


employees. 
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A CONTRIBUTION TO 
VICTORY 






The increasing shortage of paper 
makes the War Economy Label 
more necessary than ever. Án 
Economy Label uses consider. 
ably less paper than a new 
envelope, You will be making 

a real contribution to the war 
effort if you will save your old 
envelopes and use them over _ 
and over again. 















Specify “BUTTERFLY BRAND" 
Noncurling Gummed Papers 


MUEL JONES £ Co Lip omes] 
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One Machine does the work of Two 


Continuous Form Billing in addition to regular typing | 


i 
Your typewriter actually does the work of two machines C O N T R о L L E D W | T H 


when used with "'Fanfold" Continuous Form Adapter, | \ 8 

> because the many time and money-saving methods of the i 

^ Continuous Form Billing Machine are added to all the 1 
advantages of regular typing. i 
"Fanfold'" Continuous Forms typed over our Attachment 

| effect savings in Billing time and costs, ranging from 1795 
to 7875, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 


“Fanfoid Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
atruction and operation there is nothing to get out of 


anfo/, 


TRABE MARE 


NORTH CIRCULAR ROAD, LONDON, N. Ww. 2 


Telephone : GlAdstene 5477 (2 ines) 





GLEDHILL-BROOK TIME RECORD 
Empire Works 











From 10 to 40 Copies 
in a Carbon Paper 


ARBONS should not be 
4 thrown away because the 


surface appears worn, The 
reproductive qualities — vary 
according to grade, weight, 


colour, condition of typewriter, 
and touch of operator. Each 
sheet of carbon paper should 
reproduce from ten to forty 
times, depending upon quality. 
Carbon paper should be 
reversed top to bottom when 
partially exhausted, This will 
obtain the benefit of the 
unused portion caused by deep 
letter headings. It has been 
found that the reproductive 
quality of a used sheet of car- 
bon paper, can be revived to 
some extent, by a moderate 
application of heat, such as 
holding it over a radiator when 
the steam heat is turned on. 


Economy Without 


Niggardliness 
O make the need for 
economy in the use of 


offce supplies obvious and at 
the same time pleasant a firm 
which employs over 400 clerical 
workers ran off a small leaflet 
on its 
explaining thoroughly the 
reasons why every form of 
economy must be practised at 
the present — time, Each 
employee found one of these 
leaflets on his or her desk in 
the morning and with it a small 
monetary present. This, the 
leaflet explained, was to con- 


vince the staff that the company | 


was not preaching economy in 
order to practice niggardliness 
but only as a reasonable and 
timely war-time measure, The 
idea worked wonders through- 
out the whole concern. 


Office Stationery Must be Standardised 


"EHE acute paper shortage is 
^ dictating the use of single 


standardised office stationery. 
We. must now do without the 
"special" brands of stock 


material for the likes and dis- 
likes of the office executives. 
The problem of reducing the 
annual cost of office stationery 
and cutting down supplies. to 
the minimum, may broadly be 
divided into two fields, 


(1) The determined require- 
ment; the provision of materials 
sufficient to the purpose; their 
economical purchase and dis- 
tribution £o the staff. This is 
the responsibility of the man- 
agement. 

(2) The economical use of 
the. materials provided is the 
responsibility of the staff, But 
the management should keep a 
strict supervision on supplies by 
entering the dates and the 
amount of materials requisi- 
tioned from time to time, 


Careful requisitioning and 
Blotters Even Last Twice 
as Long 


T° make the desk blotter 
last. twice as long, turn 
it upside down so that its 
holder keeps off the dust at 
night, 


Saving Office Materials 


WHE main effects of the war 
^ on business offices can be 
summarised as a centralisation 
of the work due to the call-up 
of staff and economy in office 
materials owing to the high 
prices and the limited stocks. 
„The new war-time rationalis- 
ation in materials can be 
effectively carried out by the 
following economy methods :— 


care of the office stationery 
requirements will bring a 
worth-while ^ saving. The 


requirements of offices should 
be checked up each month and 
not merely copied from fhe last 
month's order. 

Forms, bill-heads and letter 
heading should be printed on 
standardised lines, It should 
be an established rule that all 
copies of correspondence sent 
out should be written on the 
back of sheets already used, 
such as copies from old files. 

Another economy prin- 
ciple should be that letters sent 
out must fully cover the page. 
If only short letters are being 
dispatched, these should be 
written on paper corresponding 
to the size of the note or letter, 

After a time these enforced 
restrictions will become a habit 
which can be useful as a basis 
for post-war economy in offices, 
and serve to eliminate the 
costly wastefulness in peace 
time. 


Central Filing Saves 
Labour 


HORTAGE of filing clerks 
is compelling offices to 
centralise their filing system. 
In many cases, separate filing in 
each department means buying 
a number of cabinets which are 
only half used, Thus money is 
tied up in equipment not fully 
used. | 
A way of overcoming the 
filing problem and also of 
economising is to use filing 
folders of different colours to 
denote .the various kinds of 
correspondence, Instead of 
having separate filing cabinets 
for each department, they can 
all be handled in a central file, 


duplicating machine 































































































































and kept separate by means of 
the folders. 

When the letters are sent to 
the filing department, a coloured 
dise corresponding to the colour 


of the folder used for the 
department's filing is attached. 
This makes the correspon- 
dence easily recognisable by the 
filing clerks, and prevents w rong 
filing. After the letters are 
safely in the folder, the disc 
is taken off, and used on létters 
asked for from the files, 
With this system, filing can 
be cut down to half the time 
taken in departmental filing, 
less clerks are needed to file 
correspondence and economy is 
effected all the way round. 


Pins are Cheaper and 
Hold More Securely: 


NE doubled pronged fas- 
tener is equal in value to 
about three large, — seven 
medium, or fifteen small brass 
flat head fasteners or. brads, 
One average size brass flat- 
head fastener is equal in value 
to about 24 wire clips and one 
wire clip equals four. pins. 
The pin, in. addition. to 
being cheaper, occupies ess 
room, and holds a few papers 








more securely than the wire 
clip. Additional attachments 






may be. made, pins 
or clips much more rapidly than 
the split fasteners, . i 


Reverse Typewriter Ribbons from Top to Bottom 


HESE should be turned or 
reversed top to bottom on 
the ribbon spools, before being 
scrapped, This provides a 
fresh ribbon path and doubles 
the wear. When single colour 
ribbons are used on a two- 
colour ribbon movement, the 
position of the «colour shift 
lever should be changed fre- 
quently to ensure uniform tuse 
of the ribbon fabric, 

A heavy touch or 
fabric will cause the ribbon to 
bend or crease if the ribbon is 
used till the fabric is worn 
through one path. . This makes 
turning the ribbon impractic- 
able. 1f the ribbon is turned 
several times during its use, this 
may be avoided, — 


Turn the Disc Back and 


+ 

T conserve the use of 
erasers the metal centre 
dises which covers, one-third 
of the rubber should be 
turned back so that the whole 
rubber surface can be used 
and the life of the eraser can 

be _ prolonged. 
Now that we can expect 


coarse. 


The life of a ribbon can 
be extended by winding it 
all on one spool before 


leaving at nigbt, which gives 
it 16 hours to recuperate 
for the next day's work, Single 
colour ribbons give 40 per cent. 
more wear than two-colour 
ribbons, "The red portion of 
the ribbon is often used only 
for the equivalent of ten written 
lines during the whole life of 
the ribbon, Caps and underscore 
can be used with equal effect 
for emphasis, 

The ribbon ón a typewriter 
which is covered nightly, will 
outlast one which is exposed. 
Covering the ribbon will also 
result in a more uniform 
impression, 


Use the Whole Surface 


limited supplies of rubber 
owing to Japanese advances in 
Malaya, offices supplying hun- 
dreds and thousands of erasers 
to typists must find ways of 
reducing the considerable sum 
spent on erasers during the 
course of the year. . 





© The quick and efficient service of 
refreshments is easily effected by 


use of SPEEDISERV units. 






the 










`: They are of all steel welded construc- 
. tion, rubber tyred ball 
‚1 bearing swivel castors and attractively 
"finished in hard wearing cellulose to 


mounted on 







approved shade. 












Tea, coffee or any chosen beverage 








may be prepared in a remote kitchen 
and the stainless steel lined SERVOT 
insulated urn ensures that flavour and 







temperature are not affected in any 
way. 

























Illustrated is the SPEEDISERV “D,” 
which has a service capacity for 300 
persons. We shall be pleased to submit 
details of the entire range upon request. 


i \ “this fine result 


BELL STREET, LONDON; 


PADdington 4036 








Telephone: 
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| confident, masters of their equipment, and if 


| protection possible. 


ill RSQ. 


| The Nuswift Engineering Co. Ltd, Elland, Yorks. 
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. so the chances are that it 


you cannot be caught out 
if your fire fighters are fully 
trained .. efficient . . mobile! 


| Fire NEVER WOULD “ WAIT," but 
| now when it may have an Incendiary Bomb as 
its violently erupting core the need to ‘get at 
' in as few seconds as possible is absolutely 
If your fire fighters are trained, 


| each fire fighter can extinguish as many as 
| *EIGHT Incendiary Bombs single handed 
| with a single charge, you have got the finest 


Get in touch 
with our Tech- 
nical Adviser for 


| Nuswift -trained 
( fire 


have 


fighters 


secured 
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Business 


OME of the most informing figures 
on our ‘financial position аге now 
issued Бу the Bankers’ Clearing 
House. These give Bank clearings from 
1868 to the. present day: A glance at 
the chart opposite enable us to estimate 
the degree of inflation with reasonable 
accuracy. 

The rise in the total clearings for 
1941 over 1940 is 7.4 per cent. The 
vise in’ 1940 over 1939 was rather 
larger, around 10 per cent... But the 
„Spresent level of clearings is little 

_above that for the peak point .of 1937. 
In other words, allowing for 3,000,000 
more wage-earners and a 40 per cent. 
fall: in consumption, inflation can- 
not. havé reached more than 20 per 
‘cent. (Professor Pigou arrives at a 
similar figure from other dates). 

Compare this with the rise in 
- clearings between August, 1914, and 
December 1916 (a comparable period 
of nearly 23 years of war) and you 
get some idea of the, degree to which 


“inflation has been resisted. 


For during the former period the 
level of clearings rose from around 
£1 2,5 00,000,000 to around 
£17,000, 000, 000 or 36 per cent. There- 
after the pace accelerated. Bank 
clearings had increased by roughly 130 
per cent. by 1920. 

Notice that the rise went on steadily 
for around eighteen months after the 
war until the beginning of 1921 when 
the post-war slump intervened. 


Inflation is Only Around 20% 
Date 


— This is the first real evidence we have 
had of the success of the Government's 
rather muddled but vigorous policy of 
combined rationing, price control, and 
high. taxation. With the pound 
apparently worth around 16s. after 24 
years of war, British business has 
nothing. serious to complain of about 
the Government's handling of the 
inflation danger. 

Meantime the banks complain that the 
£35,000,000 extra notes issued for 
Christmas are coming back very slowly 
^to their tills, This is largely due to 
the inability of retailers to restock, but 

of course there may be a certain 

amount of hoarding too. 

The recovery of small war savings 
after the Christmas relapse is extremely 
encouraging for future saving. The 

recent decline was apparently only a 
"temporary phase and not a trend. 


Commerce e has $ Staged thi is 
. Come-back Since May 


Says CECIL CHISHOLM, M.A., 


Consultant 


London and Yorkshire Stage a 
Come-back 


TEE provincial clearings 
< year show some significant 
changes in commercial activity. Most 
important is the come-back of London 
'às a commercial centre after the last 
blitz of May, 1941. 


for the 
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[Courtesy of Bankers’ Clearing House] 


This chart shows the level of Bank 

Clearings from 1868 to the present 

day. Notice the small increase to- 

day after 2} years of war compared 

with the rise after 2} years of war 

in 1916—although the real inflation 
only began in 1917 


After falls in January, February and 
April of 11.3—12.6 per cent., provincial 
clearings rose by 36,5 per cent. over 
1940. 

Most significant is the rise in Leeds’ 
and Bradford’s industrial and com- 
mercial activities, witnessed by a rise 


of 14.1 and 13.7 per cent. in bank 
clearings respectively. Surprising too, 
is the increase in Bristol’s bank 


clearings by 10.4 per cent. and of Hull's 
by 9.1 per cent. 

These figures are evidence that the 
commercial life of the community has 
picked up rapidly immediately after the 
blitzes stopped. So long as there are 
no further serious air raids we can 
expect commercial activity to maintain 
itself. within the ‘limits allowed by 
increasingly strict rationing. 








Mery Slightly 


Ох more in December unemploy- 


ment shows a further slight fall. 
Every month the decrease grows 
smaller but it is clear that many 
physically deficient people are, at last 
able to find work. It will be remembered 
that the Dunlop Rubber Company is 
already using a certain number of 
people who are deaf and dumb; that 
many lame people are being found 
sedentary jobs; that many people over 
the pension age of 65 are at work again. 
The December figure shows a further 
drop of 10,748 over that of November. 

During the year unemployed women 
appear to have been re-absorbed more 
rapidly than men. In December 1940, 
248,068 men and 244,166 women were 
wholly unemployed. Last December, 
only 62,058 women were unemployed, 
but there were still 84,235 men without 
work. This may partly be accounted 
for by the higher percentage of men 
temporarily stopped. This in turn is 
no doubt to some extent due to the 
application. of the Essential Works 
Order to mining and building, all of 
these being industries in which men 
are chiefly employed. 





Shop Sales Fisures Remain Steady 
in Cash Value 


HOP sales are just about the same 


in November as in October and 
only 1.2 per cent. 
ago. 
a reduction of but 1 per cent. This 
contradicts the trend of both {Не 
previous war years, when November 
sales fell substantially. Last year's 
drop was partly due to earlier buying 
by the public to anticipate the Purchase 
Tax (introduced October 21st). 

The -only significant change іп 
November's figures is that for Central 
and West London which. shows a rise 
of 21.6 per cent. over last year. The 
major part of this rise is due to food 
sales (35.1 per cent.). Here is further 
evidence of the consumer's 
London from .the suburbs 
country. 

These new figures at last show the 


lower than a year 


and the 


"effects of clothing rationing. Normally, 


sales of clothing between January and 
May are. anything from 7-10 per cent. 
below those for June to November, due 
to autumn buying. Even in. 1940 
summer and autumn buying was 13 per 
cent. above spring buying. Last year, 
autumn buying of apparel fell 8 per 
cent. below the spring level. 

We may look for still further 
declines in every branch of the clothing 
trade due to rationing and dispersal 
of.old stocks. 

Meantime shop sales still seem to be 
running only around 6 per cent. below 
those of September. 1939 in value, pro- 
bably 45 per cent in volume. This is 
the most drastic reduction in consumer 
buying yet registered. With the new 
supply difficulties caused by Һе Far 
Eastern war, we may look to the figure 
to fall to 50 per cent. of pre-war buying 
in the next three months, 


The change from October was. 
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FOR PARTICULARS AND LITERATURE WRITE OR PHONE 


THE MAGNETA TIME COMPANY L7 


HEAD 


i GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY ab sso te unesi 


53/54. HAYM S.W.. TELEPHONE: ABBEY 2366-7 






LONDON OFFICE. 











USE ALL BRITISH 


PEDIGREE 


COPYING PENCILS 


for every record where permanence and legibility are 
required, as well as MAXIMUM number of copies in| 
manifold duplicating. 
Although War-time shortage of materials and National 
demands have restricted. our normal full range of 
degrees and colours—we can still offer a reasonably 
good choice, of which samples will be sent on request. 
N.B. For Office and Draughtmanship use—speciíy 
the "Scripto" (non-indelible)Super-graphite Pencil ——one 
of the finest writing instruments ever put into the 
lands of humanity. 












TAN-SAD CHAIR C0(1931) 
OCCUPATIONAL SEATING 


SPECIALISTS 


AVERY HOUSE CLERKENWELL GREEN | 
LONDON, Е.С! | 


Tele: Clerkenwell 3192 _ 











PRODUCED AT THE BIRTHPLACE OF PENCILS 


CUMBERLAND PENCIL CO LTD- KESWICK 


зв & Enquiries: British Pens Lid., Bearwood Road, Birmingham. 











Running a 







































SQ HERE is general agreement that a 
: ‘canteen is neither worth while nor 
financially possible for less than 200 
people. Indeed the Minister of Labour 
has fixed his minimum slightly higher at 
250 persons, 

But this is not the whole truth. 

In a city or a large town it is unusual 
; for more than half the workers to use the 
. canteen, This means that even in а works 
employing 250 people, not more than 125- 
50 are certain to use the canteen, which 
brings management back to the cost 
_ problem, 

Is it economical to run a canteen for 
less than. 200 meals a day? The answer 
is roughly—no. But clever management 
ean reduce the loss to about 3d. per meal 
served. 


Paid For Itself Aside from the 
| Кеш 


"This is the experience of the manage- 
ment of a well-known engineering firm. 
.This concern formerly had all its London 
staff concentrated on one office, This 
enabled it to run a canteen for a staff 
of around 800 people, which meant that 
330-400 meals a day were served. Under 
these conditions the management were able 
“to make the canteen pay for itself, aside 
from rent, 

Owing to the dispersal of the central 
office into three parts of London, the 
former office now houses a staff of only 

7200, chiefly office workers. Of these 
around 100 use the canteen, 
; Last year the running of the canteen 

"eost the company £400 on a turnover of 
roughly £1,300 or about 34d, on a meal, 
costing 1s, Threepence-halfpenny sounds 
like a lot of money, but you must 
remember that it represents under £4 
fier staff member per annum. 

Being. accustomed to operating large 
canteens at their factories, this concern 
was .able to bring a great deal of 
experience to the problems of small scale 
catering; By a happy accident, the per- 
“sonnel manager had been brought up in 
the catering business, The canteen is, 
therefore, run ‘on professional lines. 

This. personnel manager gives one main 
rule for making а success of any canteen 
particularly a small one. This is—pay a 
77 dittle more for your cook than is normally 

рай. He points out that а knowledge 
joking and domestic science is not 
sufficient for a person in charge of a small 














Canteen for 


100 Office Workers 


Buying is the most Unporlant factor, 
long experience has convinced him, in the 
successful running of a canteen. The 
chef or cook must do the buying, Particu- 
larly in a small canteen, he must be 
prepared to visit the local markets carly 
an the morning and to buy himself for 
cash. 

No bills should run up, No commissions 
of any sort should be paid. 

As a result of successful buying, the 
staff using this little canteen are stil! 
having fish once a week regularly. The 
chef buys this fish in tlie market and 
brings it in on his back, 

Naturally, a professional chef or cook 
knows what to buy, how to buy, when to 


buy. Such a man can buy much better 
for his canteen, this marfager explained, 
than many of the catering concerns 
serving canteens. 

Here is an instance of the sort of 


meals he is able to provide at 172 :— 
Thursday, January 15th, 1942. 
Ostend Rabbit 
Steak Pie 
Shepherd's Pie 


Carrots, Cabbage, Parsnips 


Jam Tart 
College Pudding 
Rice 


One of the costs which this company 





entails is that of providing girls and boys 
of 16—18 with rs. meals at 6d. Tt is felt 
that these youngsters require the same 
amount of nourishment as the grown-ups 
but cannot very well afford to. pay the 
same amount for it. 

By an ingenious scheme, a junior 
member. pays a id. more for lunch at 
the canteen for every 5s. rise he receives 
until he is.able to pay his 1s. a day with 
the grown-ups, This system has proved 
to be extremely popular, 


Canteens for Office Staff Need 
More Furniture 


li this cost were omitted, this canteen 
could probably be run at a loss of only 
3d. per meal. In a factory in the country 
the loss could probably be reduced by 
another 1d. 

For it would be realised that in dealing 
with office staff, rather more furnishing 
and table equipment has to be supplied 
that is essential for a workers’ canteen. 
In the present instance the chef has one 
young assistant and two women ‘for 
washing up,.,Since the war self service 
has been. introduced. . Before the war it 
was possible to employ waitresses and 
vet entail no loss. 

The problem of breakages is not so 
serious іп а small canteen as in a large 
one, But the rate of breakage is still 
serious, In this case, the worst breakages 
occur when a boy falls downstairs with 
a tray of teapots and teacups. 

A simple scheme is reducing breakages 
considerably in this case. 

All members of the canteen slaff are 
paid a bonus of 1s. per week if there are 
no breakages. : 

Neédless to say there are no fines for 
breakages. 







How to Solve War-Time 
Canteen Problems 


ANY of the problems arising from 
operating new factory canteens can 

be solved. if factory managers, personnel 
controllers and weliare supervisors try to 
put themselves in the place of the canteen 
manager, - 
Complaints are frequently made by 
factory workers who think they are not 
getting a fair deal or adequate meals for 
the money they pay. Conditions vary all 
over the country and it is naturally 
impossible for anyone to. quote figures 
which can be taken as а standard for 
canteen. operation, : ї To 








from h 


As will be pointed out later, the varying 
types of meals called for in different 
sections of Britain alone make it quite 
impossible to lay down a nation-wide 
standard, while the size of the staff to be 
catered for, and, even more, {һе daily 
fluctuation of customers govern, more 
than any other factors, just how success: 
fully the works canteen can be operated. 

On the first complaint which frequently 
arises—that of. rations—if <a factory 
executive looks at these complaints from 
a personal angle. he. will be able to see 
їз own present food consumption 

















ECONOMY Burns Anthracite ог Coke, halves fue: 
bills. 


. RELIABILITY Continuous burning day and night 
with minimum attention. 


FOOD VALUE Meat sealed — minimum shrinkage 
E achieved. Deliciously cooked food retaining 
а essential juices. 
| LABOUR SAVING. Quickly cleaned. Trouble free, 

cool and clean in action, 

EFFICIENCY Roomy ovens with indirect heating to 
avoid scorched food. Large top-plate area. 
rapid boiling. 

INDEPENDENCE Unaffected by breakdown of public 

power supply services. 


















When writing for 
porticulars also ask 
for details of ESSE 
Steam Cooking 
Equipment, which 
incorporates the 
latest approved 


Пын | The care of the Eyes 
in the Metal Trades 











Head Office & Works : BONNYBRIDGE, SCOTLAND 
` London Showrooms : 
63 Conduit St, W.1 & 11 Ludgate Circus, E.C.4 











Ё fLIVERPOOL - - - 20 Canning Place 
Ао at < EDINBURGH - - 17 Greenside Place 
ect 1 GLASGOW - H Dixon Street, С.1 








Eye hazards are generally recognised. 
as the most serious of allfnon-fatal in- 
dustrial risks. 70%, of eye injuries are 
occupational in origin and the majori 
occur among metal workers. In your own 
interest therefore— 









$ workers health є morale 
OUR WORKERS EFFORT 























I. See that guards and screens to machines, especia 
abrasive wheels, are properly attached. 





By installing EVERTAUT Steel Works 
Seating you put an end to lost produc- 
tion through weariness. Output im- 
mediately increases and is maintained. 
EVERTAUT Chairs and Stools are 
scientifically designed to give correct 
spinal support and eliminate fatigue and 
“strain. They are comfortable 
and sturdily built to. give 
many years of satisfactory 
“service: 

Send to-day for informative literature ~ 


dealing with EVERTAUT Steel Works 
Seating to:— 


2. Always wear your goggles on the job. 


3. Don’t swap or lend your goggles—keep them. 
both clean and sterilised. 


* 


4. If dirt or metal enters your eye, don’t aggravate ^ 
the trouble by rubbing or getting your mate to 
remove. Always bathe the eye with an approved 
medical eye lotion. 


5. If you have the slightest doubt regarding your 
vision, visit your optical consultant immediately, 







ALI MITED! = 
Proprietors J.B. Brooks & Co. Ltd. 


STEEL WORKS SEATING 








You have only one pair of eyes--safeguard them. and. 
conserve Your vision. 


 Jssded by the makers of Opwes (Brand) Eye 


























w hener t the сонра аге really - usi: 
Вед, and not, condemn the canteen stall: 
unthinkingly for complaints about sugar 
or meat shortage, 

The allowance of meat based on the 
number of meals served makes | it 
extremely difficult for managers to eke 
it out and to distribute it fairly, Some 
system may have to be devised to ensure 
that the regular and casual diner get their 
respective fair shares. If, with the 
allowance of one pennyworth of meat per 
' meal, or fivepence per week, the canteen 
gives vegetable hot-pot on Monday and 
roast beef on Thursday, it will often be 
found. that the canteen can easily sell 
four hundred dinners on Thursday, 
whereas the vegetable hot-pot will not 
attract one-tenth of that number of 
„ customers, especially if there is an out- 
side coflee-shvp or restaurant which offers 
more attractive meals on Mondays. 

The solution to this, if large quantities of 
the less attractive meals are prepared and 
remain unsold, is to offer the meals on a 
weekly basis, with average rebate if any 
worker is legitimately. absent at any time, 
but no rebate if they are present at work 
but go elsewhere for a more tasty meal. 
In other words, to get his Thursday 
roast beef.from the canteen, the man 
must eat his Monday vegetable hot-pot, 

As to food values, a canteen chief's 
main interest should be to see that every 
scrap of food served should be the best 
possible food. value for the customer, The 
ioods which the Ministry of Food wish 
to be made full use of at the present 
time are potatoes, carrots and green 











“vegetables, сай of fruit, 


This winter 
it should be the general rule for a root 
or pulse vegetable to supplement the 
greens and potatoes; Lie, instead of meat 
and two vegetables, meat and three 
vegetables, 

Puddings are mostly classed as “fillers”, 
but they can usefully complete the food 
value of a meal and pleasant puddings are 
not difficult to. provide with war-time 
ingredients, 

In making changes. go slowly, Intro- 
duce wholemeal or oatmeal into puddings 
gradually, Your own staff must be con- 
verted to these changes and must learn 
not to make the customer suspicious of odd 
new ingredients. Do these things with 
honest ‘substitutes, but do not try to pass 
one thing off as another. One justifiable 
complaint on this score can do more 
damage to a canteen’s reputation than а 
dozen others which cannot be so easily 
substantiated, 


Workers Earning Decent Wages 
Will Pay 


As for the price of à meal, if the 
workers, whether they are men or women, 
are earning wages which enable them. to 
pay a fair economic price for their meals, 
they will, as a rule, be proud to do it and. 
so get good service. The real outlook of 
a worker using a canteen can usually be 
gained by finding how he regards himself 
in his association with the canteen, Many, 
it will be found, choose to call themselves 
"patrons" or the "clientele," others. will 


a Fair Price 





canteen, 


-The oier: are the type who consider 
that the canteen is a restaurant installed» 
by the management for their benefit; but. 
at which they expect to pay somewhat 
similar prices to outside catering establish- ds 
ments and where they expect service on a 
par with that of an outside restaurant. — 
Less “choosy” workers will often be-more 
fluent in their complaints, even when the 
canteen is being run at a loss, It should 
bs the duty of the canteen manager and 
of the executives above him to encourage 
the workers to have the feeling of self- 
respect for their CRESS 

As was explained earlier in this article, 
it is чийе impossible to give any set rules 
menus owing to the varying tastes which 
preyail throughout the country. Workers 
have different preferences in the matter 
of feeding. In the South, for example, 
provision for great quantities of soups. as 





a major item for lunch would not be 
popular. But in the North and in Scotland 


there would be a riot if the soups were 
not forthcoming in very large quantities. 

In the Lower North and part of the 
Midlands the demand for fish and peas, 
or fish and chips is dominant. In the 
South meat and vegetables is: the charac- 
teristic mid-day meal. But with the large ` 
fluctuations and migrations of labour to 
meet war demands. many workers have 
moved beyond their own areas and there- 
fore, even if it has ever been possible. to 
sectionalise the country into more or less 
rigid areas, many different types of pref- 
erences are now to be encountered every- 
where.and have an important bearing on 
the cooking and service equipment to be 
provided and on the successful operation 
of the canteen itself. 











UP ТӨ 16 JOBS PER CAI D 


For Literature and Details of 
Installation, write or telephone 





One hand operation. 
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“MAGNETA 


JOB COSTER 


SEVEN IMPORTANT FEATURES 


* 


Mechanically correct records of time. 

Applicable to аһу cost system. 

Speedy —compact— dependable. 

Large number of jobs possible оп one card. 

Either mains or Master Clock controlled. 

All metal paris liable to rust or corrode are parkerised. | 


- THE MAGNETA TIME COMPANY L” 


HEAD 
, OFFICE 








TELEPHONE: ABBEY 2366- 7; 


· GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY ASHTEAD™ [ream ‘имэ 
= LONDON OFFICE, 53/54, HAYMARKET, SWA 
























For firms engaged on Aircraft, Admiralty work, Munitions and | 


all the multiple "demands of Government Contracts we are very 
well placed indeed to give every service. 


Wilkes Commercial and Industrial Stationery is controlling | 


production and records over a wide field of to-day's industry, It 


is doing its job well, But for those essential orders we are always | 


“prepared to do just a little bit more іп a little less time. 


Mark your order PRIORITY, quoting Government Contract ! 


'^Numbers and we'll deliver the goods. 


JAMES WILKES LTD. 
Commercial and Industrial Printers 


BILSTON, Staffs. Phone 41201 


send it to Wilkes 







Offset. Staff Shortage by placing this | 
Device on the Desks of Your Executives. 


i 


No other means will do more to 
ease the work of your executives 
and managers and free them from 
petty details and minor matters. 
For this ‘“‘Executive’s Desk Secre- 
tary” is a complete desk organiser. 
It keeps in orderly form and 






"ESI 


and correspondence, and  auto- 
matically reminds you of all com- 
mitments and matters to be 
| attended to, 


The “Executive's Desk Secretary” plete alphabetical section, then 
is a compact portfolio. containing sections for your daily follow-up, 


helps you to deal swiftly and | 
systematically with all your papers | 





Chairman: THE RIGHT HON. É. McKENNA 
Deputy Chairman: S. CHRISTOPHERSON 
Chief General Manager: HERBERT A. ASTBURY 





STATEMENT OF ACCOUNTS 
December 31, 1941 
LIABILITIES E 
Capital paid up  ... EM .. 15,158,021 
Reserve Fund ae .. 12,410,609 
Current, Deposit and other. Accounts 687,206,091 
Acceptances and Confirmed Credits 4,886,593 
Engagements lx vs 9,815,130 
ASSETS 

Coin, Notes and Balances with Bank 

of England ia 75,553,268 
Balancos wi with, and Cheques. on other 














30,257,946 
Money at Cali and Short Notice .. 22,914,419 
| Bills Discounted (British TAROT 
Bills £30,195,989) .. 33,461,839 
Treasury Deposit Receipts .. 159,000,000 
i Investments 5 .. 206,146,013 
| Advances and other Accounts e 169,812,486 
i Liabilities of Customers for к Ассер!- 
| ances, efc. vis .. 44,701,723 
i | Bank Premises... zs 9,089,436 
| Shares in Yorkshire Penny Bank Ltd, 937,500 



















Shares in Affiliated Companies ... 8,302,416 








E ALL 


EEL 





48 expanding pockets that take followed by sections for your ||" 


your papers flat, each pocket monthly follow-up. іп two sizes: 


zelearly tabbed, ай arranged in Quarto 11 in, X 10; in. X 3 in; | 


classified sections: first, the com- Fooiscap 13} in. X 10i in, x 3 in. 


This almost Human Device 


~Shows you at a glance all letters, papers or 
documents requiring. attention each day. 

—]nsures correspondence being answered оп 
correct day. 

-Bees n/cs. go out and are followed up regularly. 

--Looks after matters pending and brings them 
continually to your notice until finally dealt with, 

— Preventa loss of important papers and documents. 

—Provides Alphabetieal File for general matters. 

--Keeps your desk clear of litter and all your 
papers systematically filed, 

—Gives you immediate access to any special 
papers—ideas, price lists, agreements, etc. 


I enclose r 








emittance of 





18/6 inc fading Purchase Tax and Carriage. 





Fill in and Post this Coupon TO-DAY ! 


Business Publications Ltd., Whitefriars House, Tallis Street, London, E.C.4. | 
e for which please send me: 

p) at 18/6 including Purchase 
Desk Secretaries (Quarto) at 














FioHOLOW Cycle Parks solve the storage problem 
for both you and your employees. For you--space 
is conserved and orderliness preserved; for your 
employees—protection to their property is provided. 
Mutually satisfactory. Types to suit all sites. 


FISHER & LUDLOW LTD. 
(G. Dept.) Branch Works, Rolfe Street, Smethwick 










| ECENT investigations which have 

been carried out in America, indi- 
:oCate that although the rate of 
tindustrial production is not materially 
UHüproved by an increase of lighting 
‘beyond a certain point (which of course 
varies with the nature and type of 
work) still higher illumination may be 
justified on psychological grounds. 

The waste of nervous energy at low 
levels of illumination is very marked, 
while the actual energy ‘urned irto 
useful work is at a minimum. As the 
illumination level is raised, not cnly is 
more energy transformed into useful 
work, but at the same time the wasted 
nervous energy is reduced at ап even 
greater rata, ie. the total mental and 
physical strain decreases progressively 
as the illumination is raised. In other 
words, with better lighting the opera- 
tives automatically have a greater 
human factor of safety, and a reserve 
of energy which enables them to carry 
on to the end of a long day and to put 
forward any special effort needed at 
any time. 


Complete Freedom to Arrange 
a Plant Machinery 


¿>In the great majority of factories the 
ideal at which to aim when planning the 
hghting installation is a uniform illumin- 
ation over the whole working area. The 
reason for this is not only that it allows 
^  €omplete freedom in the arrangement 
"of plant and machinery, but also that 
practically no adjustment of the eye 
is necessary when looking up from the 
work. In interiors with the lighting 
installation badly planned so that the 
uniformity of the illumination is very 
poor, the eyes of operatives have to 
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‚ Beox-lype factory 
b g SpeaRer 


ABBEY HOUSE, WESTMINSTER, 5.W.1. 





niform > Lighting Over the 
Working Area _ 


"Branches at BIRMINGHAM + MANCHESTER ' GLASGOW + LEEDS 





to the various intensities, and although 
this process is an entirely automatic 


one, it actually uses up energy and can 


account at the end of a long day for 
à considerable amount of avoidable 
physical fatigue. 


Local Lighting Should Be 
Additional to the Rest 


lt would not, however, be an economic 
proposition to provide, all over the 
working area, the comparatively high 
lighting intensities which are necessary 


for some classes of fine work, and in. 


such cases some form of local lighting 
is generally used. It cannot be too 
strongly emphasised, however, that such 
local lighting should be additional to 
the general lighting, and should in no 
way supersede it. So long as. the 
brightness on the point of work is not 
more than ten times greater than the 
brightness of the surroundings, eye- 
strain and fatigue caused by ocular 
adjustment will not be serious, so that 
if 100 foot-candles is provided locally 
on a watchmaker's bench, the general 
illumination in that area, other things 
being equal, should be at a level of at 
least 10 foot-candles. 


= E А í 3: е E 
“has to pass along gangways. 


1 






ilumination is too low by comparison; 
his vision will be slow and uncertain in 
the first few moments during which he 
is under the lower intensity, and there 
is little doubt that this fact, which is 
not so generally realised as it might 
be, contributes largely to the accident 
totals. . 

However good a lighting system may 
be when it is first installed, its efficiency 
will inevitably. fall off in the course of 
time due to the dirt and dust which 
collect on. the lamps -and: fittings, the 
ageing of lamps, and the. deterioration 
of ceilings and wall surfaces. Regular 
whitewashing of these latter surfaces 
will do much to maintain the effective- . 
ness of the lighting, particularly ^in. 
smaller areas, while the fittings. them- 
selves should undergo ‘regular and 
periodical cleaning according to a pre- 
determined schedule. Soap and water 
will work wonders in rejuvenating the 
performance of a fitting, and in some 
cases the manufacturers supply special 
preparations for cleaning the reflecting 
surfaces. 

































How Dirty Reflectors Reduce 


Factory | Lighting 


A few years ago a Government 
investigator visited a number of 
factories and took readings of illumin- 
“ation received on the working plane 
immediately before and after cleaning 
the reflectors. The results are shown 
in the following table. 








Industry Foot-candles Foot-candles | Percentage " 
with dirty with clean increased > 
. reflectors reflectors Hlumination 
Foundry m T АЕ 7 7i C 
Foundry bas x "DEM 25 | 
Steel Works Ад i 2 50 
Bench Work 42.5 147 














The degrees of uniformity mentioned 
above are desirable, not only from the 
point of view of eyestrain, but also 
because the eye takes a certain time 
to adjust itself to each new intensity. 


adjust themselves many times an hour Ti a man leaves a brightly lighted work for whether it is received ог not, it 


wusic SPEEDS PRODUCTION: 


RELIEVES MONOTONY + BANISHES DEPRESSION + EXPELS FATIGUE 


Government departments, supported by the B.B.C., are urging the broadcast of music in industry to 
speed up production. Already many large firms are using Dictograph Sound Installations. Information, 
demonstration, survey, estimates, or rental terms — free on request. Twenty-five years’ experience at 
your disposal in manufacture, installation and maintenance. A test gladly arranged in your own works. 


 DICTOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited) 


Abbey 5572 (3° lines) 


.* Under present conditions, we can only cater for those firms engaged on ‘Gevernment work. 





centers ну 





NEWCASTLE 





Even with reflectors of the industrial 
type it will be seen that dirt may account 
for a loss of more than half the light 
which is being paid for; and since 100 
per cent. of the light has to be. paid 















FOR MUSIC IN FACTORIES - STAFF LOCATION ` 
CONTROL OF STAFF DURING AIR RAIDS . MASS 
ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, - 
BURGLAR AND SABOTAGE ALARMS - AIR RAID - 
WARNING DETECTOR 


BRISTOL - CARDIFF 





ing : 
Attainm Peration. 
immediately?" full light output 


SEND A LIGHTING ENGINEER TO ADVISE 
; YOU ON A LIGHTING LAYOUT USING 
E EITHER SIEMENS 
b WRITE FOR TUNGSTEN IEMENS, LAMPS Wee TOR 
- CATALOGUE “SIERAY ELECTRIC DISCHARGE LAMPS LIST NO. 
"SIERAY - DUAL' LAMPS ЕТ 975 


xs Ne" WE OFFER THIS SERVICE WITHOUT ANY OBLIGATION. rd 
TT d 


лаи. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 38/39 Upper Thames Street, London, 


NEW PAPER from OLD 


Any previously printed sheet of 
paper, old newspapers, letters, 
showcards, etc., can be used over 
again with ` 


THE SELECTASINE 
OBLITERATING PROCESS 


(Patent No, 535755) 


A simple operation entirely obliterates . 
the old print, giving a new white or 
tinted background: upon which can be 
printed ordinary letterpress, halftones, 
solids. The new surface can be typed _ 
on and takes both pencil and ink. 

The equipment is compact, requires 
only one operator and is inexpensive, 
The same plant can also be used for 
Selectasine Silk Screen printing in any 
design and any number of colours. 


Write for full details te 


SELECTASINE SILK SCREEN: 
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чебу 
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HOTO ocoPY! 





DRAWINGS 


CAN BE COPIED 


The increasing demand necessitated by 
the War effort upon industry’s per- 
applies in the first place to 


sonnel, 
the Drawing Office, 


£1,500, .as against 


USTRATI 


EY 
METHOD O 


“Thank you For lettong ms coe 
simples af your products, 

{зай thar temple No Oe bert 
wiry atteattors. ad ael gure veli ises 
# Roos palling: paman, 

Acta Siu please pet io herd 1000 
ere Сеаната) und advite өл tine ad 


Yours Fatis 


Manager 


JLLUSTRATION-TYPED FOR POST 
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MAPS - BLUE те - DOCUMENTS 
APPARATUS. 


"Bett 


OF FOLDING: 
















USE ‘NO-EN’ PATENT LETTER-PAPER, 
ENVELOPE AND LETTER HEADING 
COMBINED FOR BUSINESS CORRE- 
SPONDENCE. 


PATENT No. 534588 
@ DISPENSES WITH ENVELOPES. 
@ LETTER AND ENVELOPE TYPED 
IN ONE OPERATION. 
@ SAVES 15 HOURS TYPING TIME 
FOR EVERY .1000 SHEETS USED. 
@ SEALS AND CONFORMS TO POST 
OFFICE REGULATIONS. 
, € AN ENCLOSURE CAN BE FOLDED 
— WITH LETTER AND 15 SECURE. 
@ REPRODUCED IN ANY STYLE. 
@ LABOUR-SAVINGAND EFFICIENT. 


been sold 


Write for full particulars from 
SOLE MAKERS 


GEO. H. HINE & CO., LTD., 


69/71, CENTRAL RD., WORCESTER PARK, 
SURREY. Та. : Derwent 4476/7/8 (zst. 1877) 
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WITH 
THIS 


No Dark Room 
o Focus 
No Skili 


The Ruthurstat process is in 
certain factories reducing eighteen months tracing 
of Engineers' Drawings to six weeks, at a cost of 


£4,500, 


in addition to its 


importance to the Drawing Office, it serves as a 


¿general utitity unit, interdependent with the whole 
organisation. 


The strain placed 


relieved by the 


on executives іп 
relation to Government Forms, Tenders, 
Contracts, etc. (whieh require many hours 
laborious typing and checking), can be 


installation 


of the 


Ruthurstat process, which enables you to 
obtain exact erroriess copies of vital 


documents. 


| ALDWYCH - 


HOLBORN. 4737 


4 The Ruthurstat 
Electre-Gopyiet 


RUTH U RSTAT LTD. Full range of sizes from Office Models 


12-13 ASTOR HOUSE 
LONDON, W.C.2 


to 42 in. X 32 in. Engineering Models 


hours typing 
reduced to 30 minutes- 
6 months чч reduced to 2 weeks 





seems ошу reasonable to ensure: : that 
the loss shall be reduced as much as 
possible. 

Glass fittings of the totally enclosing 
type suffer even more in this respect 
than industrial types of fittings, and 
special attention should there be paid 
to maintenance in such locations as 
offices attached to factories, where this 
type of fitting is likely to be employed. 
In many cases, especiallv where the 
lamps are placed in awkward portions 

difficult of access, as, for instance, 
the case of fittings mounted high WW a 
lofty shop, a system of “group replace- 
ment”, similar to that adopted by many 
street ‘lighting authorities, might , well 
be considered. ТЕ good quality. lamps 
are used in the installation, it can be 
taken for granted that the great 
majority of them will burn out at a 
period very close to that of their rated 
life (which in the case of tungsten 
filament lamps is 1,000 hours). 

The actual cost, in labour and time, of 
replacing a burnt-out lamp in a difficult 
position may quite easily be as much as 
10s. or even more, not including 
the cost of the Татр itself. In órder 
to avoid this comparatively heavy’ 
charge together with the disorganisa- 
tion which takes place while the lamp. - 
is being re-placed, many executives have 
found it worth while from the financial 
point of view to keep a careful record 
of the hours of use of lighting instal- 
lation and then to replace all lamps 
after a life of, say, 900 hours. 

A further advantage of group 
replacement of lamps, especially: applic- 
able to food and other factories where 
cleanliness is important, is the fact that 
dust need not be disturbed during 
working hours, 

The work of ‘the maintenance staff 
may be speeded up and made easier. by 
fitting cover glasses over the mouths 
of open-type industrial reflectors. The 
cover glasses will need regular cleaning, 
but this may be done without dis- 
mantling pis fitting or removing the 
lamp. The lamp and reflecting surfaces 
thus remain in a clean condition for 
considerable periods. 






Still | the World’s 
Leading Quality 
Pencils 


Owing to heavy de- 
mand for essential war 





From 6b 


industry, supplies are softest 
limited. | hardest 


VENUS PENCIL бо. Ltd, LONDON, Ел, 












NDUSTRIAL PRODUCTION 
- EQUIPMENT _ 


q EW for the 


i | > Factory 


4 PHONE BOOTHS FOR 
‘NOISY PLACES 
specially 


FRELEPHONE booths, y con- 

structed for use in factories, power 
houses, sub-stations and other places 
where noises cause serious interference 
with telephone conversations, are being 
qanufactured. 

An outstanding feature of the booth is 
the absence. of a door, which is unneces- 
; ywing to the high absorption efficiency 
e“Acousti-Pad” lining. 
exnterior of the booth is extremely 
;CExternal sounds can obviously be 















This open booth is ideal for tele- 
.* phone conversations іп industrial 
plants and other noisy places 


heard, but not loud enough to affect tele- 
phone conversations. The conversation of 
the person using the» booth cannot be 
heard outside, but is absorbed by the 
acoustic lining. 

The interior of the booth seldom 
requires special lighting. For dark places, 
however, a convenient, overhead electric 
lamp is a fitting in the floor type. The 
lamp bolder has a pull-chain switch, and 
the booth is provided on the outside with 
a socket to take a standard two-point 
„plug. . 


% ADJUSTABLE SHELVING 
FOR VARIOUS STOCKS 


NEW adaptable type of steel shelving 

which is easily adjustable to suit the 
needs of various stocks is being manu- 
factured, 

The shelves are supported on tongues 
pressed out from the vertical members 
at 4 in. intervals and the removal of the 
shelves from one set of tongues to another 
calls neither for skill nor tools nor the 
use of bolts or screws. 

The structure itself is of pressed steel, 
the vertical members being of a special 

^ one-piece section which develops to the 
> maximum the strength of the material. 

a The back verticals have additional flanges 
Hh notonly further add to the strength 


































DUPLICATOR CO. LTD. 


| ASTOR HOUSE, 
LONDON, W.C.2 


но, 
| BUSHEY HALL ROAD. 
| MAKERS OF BRITISH DUPLICATING EQUIPMENT FOR so ¥ 


| *Phone: 


























No process or appliance has 
devised or invented to pro 
perfect Duplicating than Ella 
Duplicating appliances. 


For nearly 5Ü years the re 
money and scientific persanr 
entire Company have been d pu 
the development of Duplicating equips < 
ment, withthe result that to-day nothing - 
more ‘efficient is obtainable. ^ Ellams 
group of Duplicating Machines range at 
varying. prices from the small Bantam 
Flat Bed Model to the Automatic Electric 
Self-feeding Rotary. 
















ELLAMS — 
CARBON PAPERS | 


Ellams Carbon Papers achieved popu- 
larity some forty years ago because they 
were the first Carbon Papers in the 
World to be clean to handle and 
smudgeless in operation. 


To-day these things are taken for 
granted and the outstanding attribute 
which causes so many users to insist on 
Ellams Carbons is Economy — NOT 
cheapness in first cost but Long Life; 
you can use them time and time again. 
They will still be giving good service 
when two or even three lots of Carbons 
of lesser quality (although not greatly 
less in price) have had their day. 










Write, for full information. 


ALDWYCH, 


5365. 
Bushey 4554 





SER. 











but also provide means of bolting single- 
sided sections together to provide double- 
sided stacks of shelving. 

The completed structure is immensely 
rigid, due to the scientific use of light 
diagonal bracing members, whereby the 
weight is reduced to а minimum, whilst 
a maximum load carrying capacity is 
maintained. У 

All parts: are standardised throughout, 
ensuring complete interchangeability, ease 
of assembly and rapid extension of 
existing units. 

The structural shelf is 36 in. long by 
18 ins. wide of pressed steel construction. 
suitably stiffened on the under side. The 
standard height of the structure is 8 ft. 
with adjustment. provided at 4 in. 
intervals throughout the entire height. 





SHORTER GOVERNMENT 
TRAINING COURSES 
NDUSTRIAL. courses at Government 

training centres f been re 

Trainees will now sked to миниб 
from a four to an eight weeks course. 

This has been done to | that a 
considerable number of trainecs enter the 
factories within eight s of their 
training. 

In special cases a f 
to take a course covering sixteen weeks 
to traig for higher skilled work. 

The starting ments for all trainees 
have been inc 

New ста 
mum rate 65s. 6d.; maximum 558, 6d. 

Women (over 219) ‘minimum rate die: > 
maxihuni 40s. E 



















































Not keeping up to contract figures, eh? 
Therefore the figures must have been 
optimistic? Therefore you need more 
plant? 


Allow me, for the umpteenth time, to 
quote the Kardex truism that big output 
is not a matter of big plant but of 
accurate production control. 


And if your machines dre not capable 
of their paper maximum, then please be 
suspicious not of your costing clerk's 
conservatism but of your method of 
shepherding the raw materials into parts, 
and parts into the finished whole. 


Kardex control has proved itself in all 
types of business—often where there 
seemed least room for improvement of 
system. . It costs little to instal 

and nothing to investigate. 


















Send for the latest book. 

let, “ Production Con- 

trol," by А. R. Jackson, 
to Dept. 502: 


KARDEX VISIBLE CONTROL SYSTEMS 
o3 New Oxford Street, London, W.C.1 
Те: CHAncery 8888. 

























| : | І . ‘Dire 
| of a special coloured label will quickly | |a ct on poster 


designate them if it is not desirable to 
transfer these papers at the end of the es 
уха, у тыд 

The matter of follow-up files has 
` been satisfactorily solved by some firms | 
by introducing two copies of all letters | 
| which would “usually go to the follow- | 
up group. If space permits, one copy | 
сап be on the back of the original | 
incoming letter. Jf n does not, then 
& separate carbon must, course, be 
made. In any case, the original fetter 
and one copy go to the master file and 
the carbon of the reply gees into the 
follow-up file. Usually the carbon is 
sufficient for intelligent understanding | 
of the position, and of course, it 
indicates the existence of the other 
letter in the master file. 1f both letters 
were put in.the follow-up file someone 
asking for the whole file of this par- 
ticular firm's dealings would not be 
aware of the fact that the most recent : 
and perhaps most important trans- 
action was not in the ordinary corres- 
pondence folder, 





Windows 
and Hoardings 





of 
pe to apply 
Brilliant effect —— 


Lasting Service . 
~ Any Size or Colours 


X acis 
* 


. * * 


Thanks to "TRAPINEX" Paint Transfers (Patd.) 
Advertisers can now apply their advertisements 
direct on to poster and van sites, shop windows, 
mirrors; air-raid hoardings, etc. in brilliant relief 
colours which cannot fail to catch the eye of 
passers-by, The most effective and inexpensive 
means of maintaining brand goodwill, idea for 
Export, saving freight charges and valuable cargo 
| врасе--: 

—and of course, for use in lieu 
of paper and metal labels on 
25 equipment. 

| WRITE-OR PHONE FOR SPECIMENS— 


TRAPINEX LTD., 8 Commerce Works 


Cross- Referencing is Successful in 
Finding Letters 


Efficient eross-referencing is the | XE 
keynote ta most successful fling 43 Commerce Rd., London, N.22 
systems. Many letters may be lost  AMNENEEGSO WES PARK 2659 NN 


within a file without.it. In addition to 
letters which may mention more than | 
one customer, there are many instances 
where a letter may mention more than 
one customer or correspondent. These | 
must be cross-referenced if the filing 
system is to be a success. 

It is naturally only possible to hint at | 





PITMAN’S FOR THE BEST 
BOOKS ON BOOK-KEEPING 





a few methods of simplifying filing PITMAN’S for BOOKS 
here, Each firm has its own problems | 
and when the demand for paper 9n MANAGEMENT 





salvage is reached by clearing the files, 
every firm will be able to find ways for 
sweeping out not onlv the unnecessary 





paper which has accumulated during PITMAN BOOKS 
years, but also for clearing out the | mean EFFICIENCY 
filing methods which can easily cost 





much loss of time, temper and money. 
















CARBON 
PAPER 


ch carbon lasts longer 
m ner a 2 SHARPER IMPRESSION to 
the very end. 


е Waxoraft Carbon paper has a non- 
smudging surface, It WILL NOT RUB 
OFF on to your fingers, nor wil the 
carbon copy itself smudge. 


© COSTS NO MORE than ordinary 
good quaHty typewriter carbon. 


Waxcratt 


The back of the carbon paper is 
Diei with- a specia! preparation which 
gives it a GLOSSY WAXED SURFACE, 
@ This DOUBLES THE STRENGTH of 
the carbon paper. Waxtraft carbone 
DO NOT "TREE" OR GREASE like 
ordinary carbon papers. 

Ө it enabies A MUCH HEAVIER 
COATING to be placed on the fromt of. 
the sheet. 


FREE SAMPLES AND DETAILS FROM 


STANDARD OFFICE SUPPLIES | со. 


57 FARRINGDON RAD, LONE 














“EQUIPMENT pex ed 





















































“Three Types of 


Mik Conditioning 


ODERN air conditioning involves 
CAYA ventilating, heating, cooling, cleans- 
“mg and humiditying—which, if combined 
and correctly balanced, produces , that 
atmospheric condition so essential for high 
output -and quality products in the 
majority of industrial processes. 

As most materials are extremely 
sensitive to any change of temperature-— 
a. few examples were given in the 
January issue of Busrness—and of the 
moisture content in the surrounding air, 
control of local atmospheric conditions is 
imperative if quality and good condition 
is to be maintained. 














Air Conditioning No Longer a 
Luxury 


helps to achieve 


MAXIMUM PRODUCT 


ОҒ equal importance is the subject of 
conditioning all types of buildings for 
personal comiort, That is, the introduc- 
tion of pure air at that degree of humidity 
and temperature at which human beings 
feel most at ease and best able to work 
efüciently, The enormous increase during 
recent years of the number of plants for 
comfort air conditioning shows that such 
plants are no longer a luxury but a 
necessity in any building. 

The advantage of providing correctly 
"treated air has a psychological effect upon 
the occupants, who, while not conscious of 
the atmosphere, are more at ease and not 
distracted from whatever they may be 
doing whether working, eating or plaving, 
“This psychological effect is now so well 
known that in modern office and factory 
buildings it is taken as a matter of course, 
But it is not generally appreciated that the 
treatment of every building presents its 
own diffculties which require careful con- 
sideration and the backing of years of 












expefience to. obtain satisfactory results. À Write to the Systems | 
‘Thus, it is equally possible to instal an = oF the systems Department ee 
effective air-conditioning plant in an old | e BLOCK & ANDERSON : 
"factory-built years before there was any M " TOEN 


‘OLD MILL HOUSE’, TRUMPINGTON ROAD, CAMBRIDGE 
Telephone: Trumpington 305 (3 lines) 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liv rpoel 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton. 


general consideration for the atmospheric 

condition under which the workers had to. 

operate—as in a new one. | aN 
No ‘two air conditioning propositions | 

are exactly alike. To obtain the best 


* 


score TELEPHONE CONTA 


LOUDSPEAKING—NO SWITCHBOARD—NO DIAL 


With Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 


departments can ao communica wa o. DICTOGRAPH TELEPHONES LIMITED 


Bxecutive’s Instrument 


Under present conditions, we can only cater for those firms engaged on Government work. 








another, but executive calls get priority auto- Abb ] f 
: M ey Ho We 572 (3 ikea) - 
ЫА у Aegean ШШ ашу alto d y House, Westminster ё ABBEY 5572 (3 lines). 
v cuss possibilities. Information, demonstration, Branches at GLASGOW, BIRMINGHAM, MANCHESTER, 
‘Sutvey,estimates or rentalterms—free on request. LEEDS, NEWCASTLE, BRISTOL, CARDIFF and DUBLIN 





wenty-five years’ experience at г disposal. A R. P. Consult Dictograph on Telephone and Sound systems for А. R. Р. ані 
: Music: in Factories, 













Immediate 
Delivery 

















THE “KEMCLO” STOOL 


as illustrated 13/- delivered; 
18/6 with Back Rest. 














special seat 25/-. 


ЖАЦ. METAL CONSTRUCTION 


*LOCKER COMPARTMENT UNDER SEAT (hinged | 
to form cover). 


*CAN BE CONSTRUCTED & MADE TO 


*KEMCLO' HARDWARE Co. 


55 Netherwood St., London, N.W. 6. | 
MAIda Vale 1331. 


Model 2—Extra large compartment and | 


Model 3—with Sponge Rubber Seat 30/-.. 


CUSTOMERS! OWN HEIGHTS & SUGGESTIONS. : 


i 
| 
| 





_ CLASSIFIED ADVERTISEMENTS 


OF’ HIS -PRODUCT 


The Uitra Lens isa revealing 

eye of six actual diametrical 
5.36 area magnifications, 
ich brings out points of 
strength or weakness. Whether 
you are engaged in manufac- 
turing, buying or selling, it is an 
ally. of real value. . No instru- 

‚ ment you can buy, will more 
.. quickly justify and pay for itself. 


: For the elose s?rutiuy of every conceiv- 
sbi object, metals; tools. fabrics, fibres, 
i жип precious s.ones, paint, print. 
апав рь blologival and botanical 
speciniens, cutting «diges; fractured sur- 
faces: raw macerisis, and innumerable 
ather purposes; the ULTRA LENS is 
fnvaluubie; snd bresenteiti many БВ а: 
hitherto unsuspected data, w Шер cau: be 
used to advantage. 


The price is £31 ao complete in case with 
spare bulb, battery, andi transparent 
. Postage abroad „3e, 88. 
The Ultra Lens Company 
RICHARD: BOCK 
37 Finsbury Court, Finsbury Pyt.. 
London, E.C.2.  Pbhene Clerk ito, 





Actual sise 63" x 14", 


BRITISH MADE 


Fully descriptive 
leaflet он request. 











AIR DEFENCE EQUIPMENT 
SERVICE 


THE recognised. experts ‘and suppliers to 
Local Authorities and Government Priority 
Contractors ‘throughout the Country, can 
supply your every requirement, 

Amongst our Specialities are D.T. 
Leatherette Waterproof Coats from 25/. 
Overalls from 15/11 in several types 
meet all A.R.P. requirements. 


ALL ANTI-GAS REQUISITES 
SUPPLIED 
Please send Enquiries to Head Office: 
4 Lisle Street, London, W.C.2. 
Telephone: GERRARD 2348.5, 









and 
and 
to 








nave ai a line (average. 7 worda to a line). 
Minimum 3 lines costing 7/6; each additional line 
er part of à line 2/6. Box Мо. counts as one line 
‘and is to be paid for; replies are forwarded free 
of. charge; 2j9, discount for 3 insertions, 50, for 
6, 10^, for i2. Payment with order for single 
insertion. 

p —————— RE неа tL TTT AS нгшн 


APPOINTMENT WANTED. 


ыллыы еее еее ымыы АНАЙ 


Executive (not liable M.S.) young up-to-date, and 

d les, Advertising, Office and 
scope for tact and initiative. 
ss, Whuitefriars House, 










230, : 


Box jo 
ECLA. 


Street, 





have a stock of 3,000 metal advertising plates, 
29^ x 9", which can be paint printed in any 
desired design or cut to make two or more designs; 
als * 2,006 cireülar showeards with square base 
(18° diameter by 15" high), Any desigh can be und 
in. brilliant paint, CTRAPINEX LTD., 49 Commerce 
Road, N.22. 

pnA——————————————À— 


OFFICE EQUIPMENT FOR SALE 
STITT ALL эы SA s I i LA AT BA SOLO I att 
"A “Garde Selection of Ex-Government and 
OTHER STEEL AND Woop OFFICE FURNITURE, IN- 
cLupine Wome CABINETS, DESES, CARD INDEX 
CABINETS, ETO. ALSO PLAN CABINETS, NEW AND 
SECONDHAND, AT LOWEST PRICES.— WRITE FOR 
CATALOGUE, THER MISCELLANEOUS TRADING CO., 
415 Hien Нотвовх, W.C.l. HoLBORNS 4891." 








Tallis | 


| Staff Time Checking and Job Costing Tim | 
| Recorders ial! makes) for quick cash sale, exceptiona 





i aed 


i 
| 





| ‘Office Furniture and Safes urgently wanted. 


SACKS. 





Sacks and Bags for all purposes. John Braydon, 
Ltd., 32 Ayimer Parade, N.2. Telephone: MOUntview | 
1137/8, London's Largest Holders. 





TIME RECORDERS | 





condition.—Write ‘‘Betarcol."" Box 345, EUBINXEBS. | 
Whitefriars House, Tallis Street, E.C.4. 





WANTED 





prices paid. Send: description DALE, 


London, W.C.2. Tel. HOLborn 2564. 





| 
| 
113 High | 
| 
| 
| 
| 
i 


Give One Penny each week 
to help the RED CROSS: 
care for the wounded. -+ 


H 
| 

е Start а Penny armoe scheme where you work. 
Send a postoard to the Lord Mayor of Londen, 
Mansion House, £.C.4, for full details. | 
Bed Cross thanks this Journal for the free gilt | 
of thig announcement. { 
| 
E 










' evaporative cooling, 


| that an 


| ditions 


| extraction and. fume removal. 
| other foreign. matter in the air are not 
| only unpleasant but often dangerous. The 
| actual 


gne ie 

But for general 
2 ditioning plant may be 
tre groups: The Individual 


for industrial humidification, but is 
frequently adapted for heating or ventil- 
ating and sometimes for a combination of 
all three sections. of air control, : 
This system is undoubtedly the most 
simple and economical form of humidify- 
ing plant. Each unit is equipped with. its 
own sensitive and. accurate moisture con- 
trol, by which the output of humidified 
air is regulated to. produce. and to. main- 
tain. a predetermined’ degree midity 
in the area. to be considered. ‘The manner 
in which this system сап Бе extended to 
cover heating and ventilating is obvious. 
since in most cases these two points are 
re easily arranged. than that of 
control. 


D t D mages бов» Under 


| Process 















3 


1 ds that of Zone 
is is really an elaboration 

it system. Individual 
> h< automatic controls, 
are embodied in sheet metal ducts, through 
which the conditioned air is discharged 
into the room. This. system Tends itself 
simply and easily to the combination of 
humidification with heating and venti- 
lation. 

Zone conditioning enables апу one room 
in a building, or for that matter, any part 
of one room to be maintained at a speci- 



















| fied degree of humidity or temperature, 
| whilst in another portion of the building 


or of the same room a different degree 
can be held. The unit system, whether 


“of an-open type or embodied in ducting, 


has the advantage that a plant can be 
purchased in sections and gradually built 


ир, thus spreading: the initial cost. 


The third methéd is the Central Station 
System which can be employed to produce 
a combination of all essentials: of air con- 
ditioning~air cleaning, humidification, 
heating’ and. 
lating. The central system is obviously 
applicable where great attention is recogn- 
ised as being necessary. bath to the product 





| and to the workers’ welfare, | 


Some ventilating authorities: ‘maintain 
ir conditioning plant is justified 
nsing purposes. alone, for in 
most urban areas hundreds ot tons of dirt: 








in 
| moisture and ‘dirt 


Naturally, this. dirt finds its way into 
buildings; lungs are irritated, paint dirtied 
and frequently, too, the dirt damages 
goods urider process Under modern con- 
this on .is- no- longer 
tolerated, parti ly as the cleaning of 
air is so simple. When à central station” 
air conditioning: plant is employed the air 
can be cleaned by one of two methods— 
washed or filtered, or by a combination of 


| the two, ТЕ advantageous to admit air 
| only through the cleaning plant in. its 


passage to the building. 

Another important aspect of this side 
of air-conditioning is that involving dust 
Fumes.and 


remioval of fumes, . dust... etc. 
presents little difficulty -the major problem 
lies in collectin nd collecting them at 
| the point 1 ev ате produced, 


+: Ld 


















Unit System, which is primarily designed. | 

















‚ Priority must be given to-day to everything that will help to win the war, Nothing else counts, To 
"speed up your work, to get more done, is the biggest contribution you can make to our war effort. 
“The dictating machine will help you to work faster, better and more easily—to make every minute ^ 
d count. E 
eo With the, Dictaphone you have a super-efficient private secretary always on duty. И has no “working 
; Give hours," no speed limit, never gets tired. 
| ; E If you must work late—perhaps at home—the Dictaphone is always at your Service. You can dictate 
: Priority anything, at any time as fast as you like. You gain an hour every day: your secretary can do twice 





as much typing, an invaluable economy in staff now that labour is becoming scarcer and scarcer. 






(Reg. Trade Mark, 


THE DICTAPHONE CO.. LTD. 


* (Thomas Dixon, Managing Director), 





Call, ‘phone or write 
TODAY for free copy of 


LaF Methods and. Kingsway House, Kingsway, London, W.C.2. 
а Telephone: HOLborn 4161 (five lines); 












nd. at MANCHESTER, BIRMINGHAM, GLASGOW, BRISTOL, LIVERPOOL, LEEDS, (EWCASTLE-ON-TYNE, DUBLIN and BELFAST, 











METROPOLITAN-VICKERS ELECTRICAL COMPANY, LTD. 
NUMBER ONE KINGSWAY > ~ ~ - - LONDON, М.С, 2. 


REDUCED // AND 

| 1 | 2 
| PRODUCTION RAISED 
oF ae 3 


| | BY THE AID ОЕ 
| | 4 


| n uli 
ETOT ine recor 


SPE CIALISTS | Write for details of equipment and service, Dept. 38 

AVERY HOUSE,CLERKENWELL GREEN @ —— 
| Ко] folo] M Rog | GLEDHILL-BROOK TIME RECORDERS LTD 
Tele: Clerkenwell city! Fnipite Works Huddersfield 





AND PRODUCTION 


Incorporating. "The Magazine of Commerce," "Modern Business,” 
"System," "Business Organization and Management." 
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г. Organum a Production Committee 7—10. 
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" Management in War-time is T im be we 14) 
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By P. E. F. C lay 









Office шн онеши and aes 


25 Paper Salvaging Tips ... " en x e. 18. 
How to Collect Paper Salvage ... к КА E e. 18. 
Offices Cut Stationery Supplies ... vds Mir = .. 18i 
Girls of 17 Run This Office з oe ж» 22) 
| Short ‘Cuts to Office Economy and Efficiency ou n. 20, 





This 












Industrial Accident 


ж 
Prevention 
By Н. УУ. HEINRICH = 
448 pages, 8 x 54, illustrated, 21/- net. 
Second Edition. 
authoritative book presents a scientific 







approach to the problems of industrial accident 
prevention and at the present time it will be 
found of special use to management in its effort 
to minimize interference with production schedules 







Canteens — Management, С atering, 


Equipment 


Rag Store into Works Canteen ... vis "T ET 2. 261 
By Miss. С. A. Baird, 


Canteen Executive, Esse Cooker Company 


j^ Ладивігіві Production Equipment 


Specialised Lighting for Industrial Buildings a E. 
Complete A.R.P. for a Large Scale Works ... Ls e. 30! 
МЕҰ Factory Equipment and Supplies n 38. 
This. Company Trains its Own Chasers for Materials and 
Parts idi Eo Vue 7 zx he 40 | 
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in manufacturing and in construction work. 


Conteng =e ax 


Principles of Accident Prevention 
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Fact Finding 
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FLAT TOP 


-then 


The Egry Speed-Feed Typewriter 
Attachment will overcome this 












because 


by eliminating the handling of carbons it 
enables the typist to concentrate on actual 
typing and will effect as much as a 50° sa 
in time. This applies to Purchase Orders, 
Goods Inwards Reports, Stores Issue Notes, 
Works Orders, etc, where a number of 
departmental copies are required. 


EGRY LTD. 


WARPLE WAY > ACTON 
LONDON - W.3 





Telephone : 
SHEpherds Bush 3377 


Telegrams: 


Egrycompak, Ealux, London THE 


SPEED-FEED 
ATTACHMENT 





FULL VISION FILING 


THE MOST REVOLUTIONARY 
IDEA EVER INTRODUCED 


| Graphic Control with unlimited applications. 


@ Maintains perfect filing order automatically. 


@ Fits any standard Filing Drawer, 


E Reduces all subject indexes to instant visual 


. identification, 


e instant location of any Folder, 


~SHANNOGRAPH employs all these advantages | 
Flat Top—Fully Visible . . i - — 
| allin , Unlimited Classification... | SUSPENSION 


^^ Each folder threaded with rust-proxfed steel hangers which rest on metal frame inside 


. Perfect Suspension у . 


drawer, Tops of folders are kept horizontai——the best position for rapid visual identi- 
fication. Folders cannot slip under or ride up —never reston the drawer bottom. 


THE SHANNON LIMITED 
Imperial House, 15, 17, & 19 Kingsway, London, W.C.2. 
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SINESS is given to understand 
atin the very near future the 
Government will recommend the 
“adoption of the Production Committce, 
or Council system in all war factories. 
The idea has the enthusiastic support 
of Lord Beaverbrook and it may be 
assumed that considerable pressure will 
be brought to bear in order to ensure 
the 100 per cent, establishment of these 
consultative groups. 

/ There are two points to remember at 
this stage. It would. seem that the 
national press has to some extent lost 
sight of them—and they are important. 
One is that so far the Government has 
no power to make any order in the 
matter; the other is that the Govern- 
ment has not vet decided what it thinks 
>is best to be done. We learn that no 
“generally acceptable details have yet 
been agreed even for the Royal 
“Ordnance Factories, although the 
dOurector-General himself is said to be 
«thoroughly in favour of one depart- 
mental scheme and to have her ed 
its establishment. 

e The Right Spirit 


is Essential 


The position bristles with difficulties 
and they, are not made any easier by 


the fact that there js practically 
unanimous approval of the idee. 
Naturally Government, managements, 





shop stewards, 
unions have 
he problem. 
“dt ds essential that whatever 1 
ed should command the support o 


| craft and "general" 
all their own angles on 


ey U 





Well-known 








all. These committees can he invalu- 
able if they are formed in the right 
way and their members meet in the 
right spirit. They are valucless if they 
are imposed from above or fomented 
from below, 


@ Press Emphasises Need 


for Dual “Control” 


press has given the idea a good 
reception, but has tended to run some- 
what. ahead of events. The shop 
stewards’ paper The New Propellor, 
for example, gives considerable pro- 
minence to the demand that Production 
Committees shall forthwith be linked 
with the Regional Boards "with full 
executive powers" while "full scope" 
should be given in all factories for 
propaganda. Actually, political meetings 
and journals have just been banned in 
Government factories. 
The Herald states “From top to 
bottom the trade union movement is 
convinced that herein lies a way to aid 
the war effort’--which indicates a 
change of heart on the part of some 
unions at any rate. 
The Times emphasises that the 
unions from now on cannot concern 
themselves solely with the rewards and 
conditions of work of their members, 
hut must take on theniselves some of 
the burdens of a an which is 
not alone concerned with major think- 
ing. 

This conception of dual coutrol up 

a point and dual responsibility within 
Шон is shared by most far-sighted 
executives, especially those who have 
had experience of the working of such 
committees, So far Production 
Committees. have 
ured surprising 


The 

















and... 





Firms Emphasise 


Need for: 
9 Free 
9 Free 


9 Quick Action 





Elections 


Speech 











Following examples, reported 
l'icture Post, tell their own story, 


Ё A London engineering firm i 
works open 573 hours a week, did:n 
week-end work. After discussion 
the management through a Joint 4 
mittee, the men have agreed tow 
minimum. 55 hours a week; fo 
clocking-in time gt bus: by 2 minute 
cut washing-time by 3 to 5 mint 
to give every possible 
increase the flow of work 
shops. 


Cut, 


co-operation to 
the 


through 


@ Ina South-Eastern aircraft фа 
output was so much incre 
work done before the er 
committee in 109 hours 
quently done in 47 hours by exactly 
same labour, 






3 Inthe Winget engineering factory, 
where there is a special co-operative 


system called Group Management, pro- 
blems and suggestions are constantly 
aired at joint meetings. Á rec i 
resulted in à 30 per cent. deer 
scrapped work, 














foun 
this factory, 
spent their spare 


X One of the problems in € 
dry is to decrease scrap. In 
the "Group Leader 
ime in the foundry studying 
casting analysing them to 
the cause of faults. Result: a 
cent, decrease in scrap, and a 
output of vital parts. 





very 








discover 
230 per 
higher 







men im, the 
ved i 


5 In the Same way, the 
machine shop worked out a 
employing unskilled female 
special super vision, on skilled тај 
Result: a 30 per cent. E 
skilled labour hours, 
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NESS, tO assist in creating a 
uction consultation system that will 
rk, prints below the experience of a 
umber of leading industrialists who 
independently tried out the pro- 
duction committee system in their 
works. With them, we are convinced 
that the idea is of the greatest value— 
it is the “how and when” that require 
planning. 
We are particularly glad to learn 
that a group of these leaders are even 
now threshing out detatls of a scheme 
which, if not universally applicable, 
will at least serve аз a model for the 
whole engineering industry. Formation 
of the committee is always difficult. 
In one case two of the directors only 
“managed to get a committee going at 
the third attempt. “Third time lucky,” 
as one of them remarked. 


“Average” Precision 


` Works 


managing director of a precision 
inp works with some 500 
г atative -of the ma- 
ar factories prefers 
ation which his firm 
‘orks Council" since 
Hy with production but 
other. matters and is also 
var conditions. 

SESE Tor a consult- 


HE is йо олла to repre- 
es- nominated by. the shop 
mmittee. 

[tis of interest to note that the 
AEU. forbade its members to take 
“any part in the organisation and as 
a résult the Council, originally formed 
“an June last, was not permitted to 
function until October when it was 
intimated that the А.ЕД had been 
withdrawn, 

Already 



























benefit has been 
received from the Council’s work. 
Canteen and welfare arrangements 
have been es ed, new systems have 
been installed in some departments and 
casnumber of technical improvements, 
"Suggested by workers and recommended 

“the Council, have been put into 


great 


,words of the managing 
the Council's “first апа 

task. is production in the 
tof the allies’ war effort"—and 
r this^is te contrive the survival 
the fimm that it may “play some 
le, responsible part" in the settling- 
wn period. 


Tow It Works : Out In Practise 


"Suppose a worker has an idea for 
sing production? 

i He does not, of course, 
iréct to-the C “ouncil. 

: t.procedure, and 


Take it 


takes 





it to his 


“He follows. the 


Which Helped to Solve 


Charge Hand. If the Charge Hand 
considers it of merit, he takes it to the 
Shop Foreman, who, in turn, puts it 
before the Works Manager. The 
Works Manager will either put it into 
effect himself Gf it falls within his 
province), or bring it up before the 
Works Council Here the matter can 
be freely discussed. Every man says 
what he thinks—without fear. Tf the 
proposal is accepted it is passed to the 
works manager and, if satisfactory, is 
effected. Tf it is turned down, the men 
will be told the reasons: or the matter 
may be brought up again later. The 
Council is not itself an executive body. 
lts job is to discuss and advise. 
Questions of major policy are referable 
to the directors of the firm. Purely 
union matters are not discussed by the 
Council, nor are financial and other 
managerial functions. lt is also found 
in practise that nothing can be 
accepted that conflicts with the author- 
ity of the works. foremen in carrying 
out their. proper duties. 


B: Experience of a Great Aircraft 


Firm Shows Value of Plan 

Our third example is. from a great 
aircraft. factory where high, steadily 
maintained production is essential to 
the national. aim. The managing 
director told us that he and a group of 
lus business friends were even now 
engaged in pooling their experiences of 
production committees in. order to 
arriv e at a generally acceptable básis. 
am sure," he said, “that the need 





for such organisations is realised 
throughout industry, We, the manage- 
nent, are coming more and more to 
rely on the advice and the insight of 
those who work at the benches. 

“This does not mean any delegation 
of our own functions, but it does mean 
the assumption of added responsibility 
by the workers. 

"We are planning ahead for, the post- 
war years when industry will. need 
every ounce of goodwill and co-oper- 
ative effort that is in us if it is to 
recover," 

He added that when peace came he 
envisaged a great increase in social 
services and implied that these would be 
bctter planned and better served if those 
who benefited from them had some 
knowledge of their actual workings— 
and their cost. 


"90. p.c. of Problems are Settled 
Out of Hand” 


The works manager of the same 
factory gave us the following details 
of the production council which they 
had set, up. 

" Acti Шу we have a number of these 
councils Gr committees one for each 
shop consisting of three shop stewards, 
one charge hand and the foreman. 
They are к бынын to settle their own 
problems and Т should say that 90° “per 
cent. of them are dealt with ош ot 
hand. Тһе remainder come. before the 
main. production committee, elected by 
the shops, over which I preside. 

“LT make t point of discussing the 
main counties 's conclusions with the 

















Constitution of Masseeley ‘Joint Works 
| Council 


| 1, Twenty members, 10 of whom are nominated by the Board 
of Directors, and 10 by the Shop Committee, which is elected 
annually by secret ballot of all Trades Union employees. 


2. Two Chairmen, representative respectively of the manage- 
ment and workers’ sides, at alternate meetings. 

3. А secretary acceptable to both sides. 

4. The functions of the Council are advisory, not executive, 

5. Verbatim report taken of all Council meetings, copies held 

by both Chairmen and the Secretary. 


eedings at each meeting drafted by 
oved by BOTH Chairmen, published. 
ES. the Works = Bulletin, circulated 
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original. posers of the problem or com- 
x plamt, and. so far this scheme of decen- 
tralisation has worked well. 
ve SE, for example, one of our riveters 
“tells his shop committee that he has 
heard of a machine at another works 
“that is better than those we. use, the 
. matter comes before the general couneil 
„and I arrange for the machine in 
question . to be inspected, wherever it 
“18, If it is better, we adopt it." 
| Asked if the new organisation in any 
й сой ted with the rights and 
e. shop stewards, he replied 
not, but rather strengthened 
ids. and developed their 
ong. new lines. 
were taken of discussions 
meetings, merely notes of 
agreed upon. He felt that 
g these lines it was possible to 
‚ fevive in the large-scale factory some- 


ie “management will always manage 












come the opportunity of the fullest 
Mlaboration, but the ultimate decisions, 
guided no doubt by the advice given, must 


Difficult Output Plans 


thing of the friendly relations of the 
old "family" firm. 

The production council system, even 
as developed in this one firm, was a 
success. It had made running easier 
for one and all and had produced 
results of great value. 


The Value of Social Contacts 


He emphasised the value of the 
social side of council work and 
mentioned that the works table tennis 
team consisted. of two labourers, a 
designer and himself. He was not the 
captain and did as he was told, 

When he was in the chair or in his 
own. office, however, he found others 
did as he told them and cheerfully. He 
attributed this very largely to the work 
and spirit of the councils. 


"The need for such organisations is 
realised throughout industry, This does noi 
mean any delegation of our own functions, 
but it does mean the assumption of added 
responsibility by the workers.” 

“1 make a point of discussing the main 
committee's conclusions with the original 
posers of the problem or complaint.” 

"Friendly. relations of the old family 


necessarily rest with existing control.” firm.” 
аф 





Nine Hints for 


“VA © salvage officer. should > be 


appointed. 


2 Double awards should be granted 
to. members of the staff for 
accepted ideas on waste prevention. 


“Ж А special prize should be put up 
for the best anti-waste suggestion 
received in a particular month. 


4 Every effort should be made to 
—'*. make staffs  economy-conscious. 
Lectures should be promoted, exhi- 
bitions. arranged, and the reason for 
& 100 per cent. effort in recovery and 
economy explained. . Examples of com- 
, ponent parts of munitions manufactured 
"from waste paper and board can be 
‘obtained on loan, also. photographs. and 
posters. 


¿$ The Salvage Officer should be put | 
in touch with his opposite number © 


in other undertakings, giving them a 
po tunity to. swa, 





Works Salvage 


all circulate-lists of accepted ideas. To 
keep a good anti-waste idea to your- 
self is equivalent to helping the enemy. 


* Notices and posters: should be dis- 

played calling" the attention. of 
members of the staff to salvage by 
slogans and so on. The backs of old 
posters and any other suitable redun- 
dant paper could be -used for this 
purpose. 


$ Suggestions for small- savings 

should not be treated as "chicken 
food" by managements.. Every scrap 
of paper and board has its use. An 
envelope if it cannot bé used becomes 
avallable for pulping and will produce 
one cartridge wad, 


9 No office ог. factory is too small | 





























as well as salvaged. 


So BUSINESS makes a 
further contribution by 
reducing its page size. 
From the May issue on- 
wards the type page will 
measure 8lin. x бііп, 
instead of lüin. x Tin. as. 
now. A saving of 12i 
per cent will thus be | 
made in the paper used 4 
in each issue. 


However, the reader 
willnotsuffer. By usi 
8-pointinstead of 9-p 
type, the same 
of editorial m tter 





HERE are many Bey 
Civil Defence and Fire 2 
where some simple, rapid means 
from difficult positions may be 
In demolition work and in roo 
as well as in all buildings 
possibility of being cut off is 
safety automatic fire escape is 
useful—even an essential part 
Defence equipment, 

One type of escape-—cons 
through which a cable pa: 
the weight and delaying the 
a safety .belt—can either be 
manently.to the outside wall or left po 
able for fixing as required. « 

Points made by the manufacturers are: 

i. Centre bearings in clutch and main 
drive are aluminium bronze. 

The clutch as of aluminium bronze, 
internal expanding, built up and ninine 
on its own central bearing in perfect 
balance. 

“3. Automatic lubrication for centre 
bearings is provided for in mar 
shaft, 

4. The cable is guided on and өй 
main drive sheave over bronze t 
bearings which prevent any wear of th 
cable in the machine when in operati 

3. The mathine can be supplied 
operate automatically at fast or 
speeds to suit purchasers’ requiremer 


of THI 





















6. The cable has.a # inch diam 
galvanised steel ‘core, covered with 
inch diameter tightly woven, protecti 


braid, and is tested up to five times 
normal duty pull, 

7. The safety beltis made 
inch parachute harness: web 
and riveted to the cable. sha 






shift, be lacking for others 


day 
individual jobbing work 


By CECIL CHISHOLM 


The first thing to be decided, before 
introducing the night shift, is whether 
the labour therefor is actually avail- 
able within a reasonable time. 


Plan for Servicing 


Night Staff 


The next main point to be seized is 
one too commonly overlooked. The 
employment of a hundred men and 
women on even repetition work af night 
involves the employment. of quite a 
number of other people as well. The 
night shift should be regarded as one 
or more units of production. Each unit 
must have adequate supervision, its 
Scotland. Lf some of the officials con- work must be inspected, it must be 
véerned with the various schemes had serviced with tools, stores, light, heat 


is and power. It must be fed and pro- 
tected from air attack. 

hift Turns. For U. S.A. 

А Number: aot Plants Using 


Therefore the second ^ urgent 
Shift Rotation. question to ask before introducing a 
Bi-Whly. 


GENT enquiries to BvsixEss on 
ight. shift problems are increas- 
ingly numerous. 

his is not surprising since two and 
three shift working is becoming more 
adopted. Indeed apart from the 
yment of women it is the simplest 
‘for getting that 30—40 per cent. 
ise in output demanded by the 
nment. It also secures increased 
t without the labour and expendi- 
iré involved in new factories and new 
equipment. 

Ido not share the confidence of some 
вй the Ministries as to the supply of 
© workers available for unlimited. night 
shifts all over England, Wales and 


ке 








night shift is how is the organisational 
.Strüctire for it to be set up and how 
= “will it affect the main organisational 
2 cstrueture? Actually the question of 
=i ssupervision is one of the most difficult. 
Usually if there is a works manager 
in- charge during the day, there will 
‚Вахе be an executive of egual 
authority in-charge at night; and it 
Cannot be the same man. Capable forc- 

menand charge-hands must be supplied. 
.The women workers will require à 
cial supervisor for obvious Feasons. 
rdsmust be kept just as carc- 
5 for day work, This means ап 
aff, even if it is only a couple 

Jerks. 


Mthly. 
a 


iei 















Must Be Kept 


Production 
SE in Balance 


Evenly 


qo be Pisa The problem i 

the “three classes: combined y 
anything like the number of Ат 
«competent women factory workers 


required. Personally І gravely doubt it reamer ey. = © 


is useless to 


né* plant-To which will-con- 


€ Think in terms of a Unit of Night Shift. 
worker must be supplied with transport, supervision, 
inspection, records, as well as normal services 


Lack of Definite System May Léad 















































Every 


€ Output must be kept in Balance, otherwise work will 
pile up for some of the machines on the next day 


€ Expect a night shifts output to be 10-15 °/, below 
shift for repetition work, 30°/,-40°/, below for 


в 


centrate either on capstan work or on 
milling. This would simply pile up 
work for the other sections during the. 
next day shift. By hook or by crook, 


a balante must be maintained in the 


flow of work, unless additional machines 
are to be installed to take care, of 
rushes of work in individual sections. 

Further, inspection must be kept level 
with the output of the night shift as it 
goes along; progress work must 
similarly be maintained otherwise the 
day shift will be faced with an-impos- 
sible accumulation of work, 

Further complications arise. in. the. 
matter of records. , Under continuous 
process work, a w orker on the night 
shi can take over the machine 
watching of a worker on the day shift 
precisely where the latter left off. No 
additional records are required. But 
m an engineering job, a worker going 
on the night shift must take up the job 
which has been left half done by his 
predecessor on the day shift. 


Additional Records probably Wil 


Be N eeded. 


It will probably. be. found. that 
additional records аге requiredto shaw 
precisely where A left: oft on the day 
shift and where B started onthe night 
shift. Otherwise faults made or scrap 
caused by the worker on the night shift 
might be blamed on the man on the 
day shift, and vice versa. A complete; 
hnk must be made between the two. 
workers both-on the job and ache 
records. 

But perhaps the rhost serious 
problem of all is that of efficiency. 
Under the best conditions the work of 
the night shift, even on a continuous 
process, is apt to dall anything from 
5— 15 per cent. below that of the day 
shift and to show inferiority in derail, 
In the case of jobbing work night shift 
will not . анай ; nore than 60 per 



















In factory H a rotating 
system enabled each 
worker to have one day 
off in seven. Notice low 
absenteeism 


Plan by courtesy of the Indus- 
trial Health Research Board 





Accidents are also more common on 
night work than on day work. 

-© The reasons for the lower efficiency 
of night work were carefully studied 
"sand very clearly expressed in a report 
‘of the American Conference Board 
research staff. ? 












i 1. Difficulty in providing super- 
vision and inspection equal to the 
"standard of day forces. 











"The generally inferior quality 
orkers available for night work 
‘on fixed programmes. 

3. The absence of full ‘production 
-pressure- found in a complete day 
force. 


4. Longer hours of work. 


5. The mental attitude of night 
employees who believe less work is 
expected at night, combined with the 
« «tendency to ease up in the late hours 

~~ of the. shift. 


6, The disadvantage of work under 
artificial light, especially where pre- 
cision “is “required ; inadequate or 
“improper light. 








7. Greater proportion of scrap, 
more breakage and break-downs. 


$58, Reduced output as a result of 
UozeHmatic influences on the ability to 









he shorter meal period used 
€ concerns giving less time for 


10. The inability or unwillingness 
of employees to obtain proper rest. 








“<The following table shows the result 
‘of working in 227 factories investi- 
gated by the Board. It may be taken 
for granted that all the plants which 
show greater or equal quantity and 
quality - of output at night were con- 
inuous. process. . 
Asto hours of work the Industrial 
ealth “Research -Board finds that 
y-hours should: not exceed 60-65 








though a го 


ACTUAL HOURS 





A 


e o. 


TiME LOST 
CH бә ж о = 








8 


ACTUAL HCURS 
WORKED 
& 


Lj 
tá 
4 

w 

ge 

“a 

w 

БЕ 

le м; 

ЕД 
А Р 
APR. Jut: 


HOURS WORKED 


Е Tao 


= = en 
ee ee 


— 
MÀ е e$ 
s e . *м. 


ITOTALCHMEXOST Se з ч 
~sSICKNESS AND INJURY 
С DZABSENCE WITHOUT PERMISSION - 
























A ace mm ge c 


ACTUAL HOURS WORXEC 


sTOTÀL TIME Sedi 
———-wS5ICKNEBS AND IN, 
|o— ABSENCE WITHOUT T PERMIÈSIÓN | 











ts 


for men, 55-60 for women. Most 
experienced directors would reduce 
these to 52-56 for men and the same 
for women, 


3-Shift System Best 


Ideally the three-shift system is the 
best from every point of view. Nor- 
mally, however, it is difficult to obtain 
the large amount of labour of all types 
required. Where this — three-shift 
system can be worked it has’ proved 
to have one distinct advantage. It 
reduces the amount of absenteeism and 
by that means alone secures a higher 
output than any two-shiít system, 

This arrangement of hours is 


mills of the heavy metal industries. Th 
chart reproduced above is fegarded à 
fairly typical of the results obtain 
under the three-shift system. The. 
refers to: 
(a) A group of approxima 1, 
men almost all pf; "When wake on 


Shift Used. 


Regular rotating 
Regular fixed . 


. Temporary fixed. MIS 


Total 


were employed on ДЕНАТ. 
night work (Factory A). - 


(b) Another group of а 
men who, with. few exe 
worked on 


man to have 
Ei А Н), 5 


sio d 


course, common to forges and rolling 


















“The results cover the p 
the beginning of the emerge 
(June, 1940) to the end of J 
Asa comparison, the results € 
in a typical month (April) bef 
emergency are given. 

"Unlike the two-shift sy 
possible hours of work per 
eight-hour shifts can neve 
per week These hours were 
Factory A in June and July, 1 
afterwards they were feos її 
enforced. - In Factory Н the poss 
hours per man remained at 48 per 
throughout the; period covered 






































“experience is at variance with Ameri- 
can. 

The popularity of the rotating shift 
ій America can be seen from the fact 
that 39,792 workers were working 
under this plan as compared with 
44,905 on a regular fixed night shift 
plan in the investigation mentioned. 

A certain number of employers have 
found the rotating shift to give 
exceptionally good results during the 
present war. We publish below an 
instance vouched for by the managing 
director of the concern as being the 
best plan he has ever used. 

On the other hand several directors 
have reported that they have been com- 
pletely baffled by the rotating system 
and have had to drop it. 


Reasons for Failure 





"The following are the reasons for the 
failure of this scheme in the cases 
cited, 

(a) Persistent absenteeism crept in. 
After having one day off, on say 
Tuesday, a worker would stay out for 

- another day. Eventually a good 


days out of seven. 

(Ф) It is physically impossible to 
make either management or super- 
vision rotate successfully. Further, 
the scheme forces management to 
work a seven-day week continuously, 

- which is physically impossible for 
‘any but the youngest and toughest 
executives. 

(c) Under a rotating scheme for 

. management, it is impossible to get 
= the chief executives together for a 
conference at short notice. 

(d) If an operator leaves or is ill 
























EVERY evening there was the same 
А4 trouble about the food. It was a short 
“play performed once nightly with alternat- 
ang villains; sometimes the swine of the 
show was the. man who ran the canteen. 
"No 


nothing for me to cook,” said Ma. Оп 
other nights the main brute was the day 
hift. "Oh,it's all right for the dayshift; 


plenty of them, but there's nothing for the 
неп shift. Оһ no, it doesn't matter about 
the night shift, They don't need no food, 
hey don't." u 

5 Ne one spoke much during the one-hour 
‘break, "Many of the^workers were tired 
when they reached the factory; we worked 


versation crept in—cut-üp scraps. of con- 
-versation between the times of fixing up a 


waiting for a new drill or tap to be fixed 
.on the machine. = m c" 
Gi ants said, ^We don't get ov 






(Continued) — 


number of workers were doing five: 


e my coming here when there's. 


hey get plenty to eat because there's . 


| all tlie time we were there, and yet con- 


machine, counting pieces. of work and. 
= shift are given ho 










for а period, the entire scheme is 

upset. In other words you must re- 

design the working time of a whole 
group for anything from four to 
sixteen weeks, 

It should be added that the latest 
schemes such as the eight-day week 
plan and the “С” plan do not entail 
any more rapid rotation than the 
schemes in continuous process indus- 
tries where night working is essential. 
The table shows at a ‘glance the 
frequency of shift retation in America 
where it is perhaps more general than 
in this country. 


More Costly 


Obviously, the night shift always 
costs: more than the day even on pure 
payment by time. The normal hourly 
nightly rate is 14 of the day rate. Out- 
side continuous processes like steel and 
chemical manufacture, paper making 
and printing, an additional incentive 
is needed usually even to get 60 per 
cent. of the day output. Why? For one 
among other very good reasons. 

Scientific research into night work 
generally fails to mention the main 
deterrent to output. Anyone who has 
worked with a night shift (as I have) 
knows this difficulty. It is the '2 
o'clock in the morning" feeling which 
affects the night worker just as much 
at the patient in bed. 


Plants Giving Bonnses. 


le ps 1 0016: 
to | us any real explanation of the 
matter, there-can.be no question that. | 





. human "vitality .gradually “flags: from. 
midnight to a zero point about 2 a.m. 7 


and gradually recovers until about 4 : 
a.m., when one has.a real “come back.” 
This fall їп vitality is quite distinct 
from the other difficulties of night work 
such as artificial light, stale air, cold, 
and the “dead feeling” given by a half- 
empty shop. There appears to be no 
cure for it. Personally, I think that 
the problem has been insufficiently 
studied. | 


Some Extra Incentive « 


Should Be Given: 


Outside the normal 24-hour working... 
‘industries, some extra incentive is 
usually needed to keep the night shift 
on its toes. That incentive variés, at 
present from 5 per cent. їо а 15 рег 
cent. bonus on wages in addition to the 
normal 14 rate paid for night work. 
In a well established, happy and care- 
fully run factory a "tin hat and a 5 per 
cent bonus" are usually sufficient to get 
output up to 60 per cent. In many 
cases this bonus was issued as a 
"danger bonus" during the air raids of 
1940-1941, but remains аѕ а night work. 
bonus. : uM 


U.S. Analysis Results 


In America the Industrial Conference 
Board went very carefully into this 
question of payment for night shifts 
giving figures for 219 factories as set 
out in the table which follows: 
Plants not Giving: Bonuses. 





Night Shifts Used. No. of Рег Cent. of Total No.of Рег Cent. ‘of Total Total 
Plants. Plants giving Plants. Plants Not giving. Number 
. Bonuses. Bonuses. of Plants, 
Regular rotating 3 4 80 . 96. 83.5 
Fixed regular : 54 63 32 37 86 
Fixed temporary ... 27 54 23 46 50 
84 38 135 62 219 








"Girl Worker Looks at 
Night-Shift 


time and we always work Sunday morn- 
ings. Last week we worked Sunday night 
instead of Saturday, but there was no talk 
of overtime pay, And what about bonus? 
the-war bonus, production bonus, or what- 
ever it is? We ain’t seen none of that. 


-There was a piece about it in, the papers 


last week, but we ain’t got no production 
bonus here.” 

Always it went on, this petty preoccu- 
pation with petty rights, with petty packets 
of money, when one letter, one interview 
or one conversation could have straight- 
ened it out. But they preferred to peck on 
like nervous birds; these women preferred 
to peck and feared to bite. 

“A fine example of imaginative reportage," says 
the. blurb. Script and fiction writer Inez 
Holden. worked several. months in a British war 
factory to get her copy. She has lost a marvel- 
ous: opportunity by looking for too many ‘high 
lights’. and. so- missing human  under-currents. 
Useful side-lights on the worker’s side of night- 

к 2d. 














Night Shift, by Inez Holden (John Lane). 5s. net, 













"In both factories, the total time lost 
through sickness, injury and absence 
without permission seldom exceeded 5 


рег cent. The greater part of this wase 


due to sickness absence which, as 
usual, was higher in the winter months. 
Casual absence, on the other hand, 
although it tended to increase through- 
out the period, remained almost 
negligible. i ; 

“The results in general illustrate the 
superiority, from the standpoint of lost 
time, of the three-shift system over 


the more usual two-shift arrangement: 


with its longer hours of work, The 
significance of -this superiority is 
increased by the fact that the men in 
Factory A were employed on. fairly 
heavy work, while a large majority 
of those in the factories discussed in’: 


the previous sections were on light or 


medium work. It should also be noted 
that in Factory H, where a rota scheme 
of one shift off in seven was in use, 
the amount of time lost was generally 
small." E | won 

(То be continued) 
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F. READ with interest the article in 
“Business for January, which 
‘explained the eight-day shift plan. 
That $cheme seemed to me to have one 
“serious snag. 

. The country is already short of 
labour, and this plan needs increased 

labour of 50 per cent without a 

resulting proportionate output. 

We ourselves tried several schemes 
until we finally evolved what we call 
the "C" plan which really has proved 
most satisfactory. While the diagram 

“printed may look a little complicated, 
.l can assure the reader that the "C" 
: mot theoretical only, in fact, 
: s been in operation for some con- 
-siderable time. at our own works. 

"Our problem is a very common one. 

e machines available are too few for 

‘the ‘war-time production so urgently 
required. Obviously, the machines 
could work for 24 hours a day, but 
human beings could not, thus the 
objects of the "C" plan were three- 
fold, viz: 

y 4: To. obtain the maximum pro- 
"duction with the minimum. labour 
: from the machines available. 

. 2. To ensure that all machines pro- 
‚© duced to their absolute capacity. 

= 3, To enable all operatives to put 

forth their very best efforts by 
granting them reasonable leisure, 

especially in view of the wide-spread 
use now being made of night shifts, 
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The “C” Plan 


By P. E. F. CLAY* 


which are distasteful and unnatural 

to all but the very few. 

Since the plan was put into operation, 
the output has been greater than the pro- 
portion of extra labour employed. The 
machines have run 168 hours per week, 
and, best of all, the workers like the plan. 


Six Advantages Claimed for the 


"C" Plan 


We can therefore claim that the 
plan has attained its object. 

The claims we make on behalf of 
plan are six: 

1. Production may be increased by 
one-third without additional factories 
or machine tools. 

2. The holiday ratio is greater for 
the worker than in pre-war days. 

3. Workers' shopping, recreational, 
and amusement problems are solved. 

4. The plan is readily adaptable to 
staggering for transport, meal'times, 
etc, and where women require to 
work half days only. 

5. Production does not suffer 
through illness, or if the wife is away 
from work when the husband is on 


e С” 


leave. 

6. Absenteeism is reduced to a 
minimum. 

Theoretically, the plan is rather 


similar to the eight-day plan you have 
just reported. But it is based on a 
system of working three days and 
resting one day, which also alters the 
cycle from seven days to eight days. 
Briefly, each operative works three day 
shifts followed by one day off, then 


-three further day shifts followed by 


three night shifts and then 36.hours 
three more night shifts are 
followed by two days off, after which 


the worker returns to the day shift. A 


E L.complete cycle for eight groups of 
workers takes sixteen weeks to 
O30 EX complete itself. 
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nd Right is four-week rota for eight 
‘groups under “C” plan. (Group 
may include one worker or more) 


‘Above, is" fortnight’s rota for 
eight groups Nor half-days 
under the “С” р 


: Charts courtesy of P. E. F. Olay. 
Copyright reserved, 





are in operation, 

day period every operati 5 
holiday for each three days or nights 
worked and а two-day holiday every 
twelve shifts or 28 days’ holiday for 
every sixteen weeks, 

There are ten day-time periods in 
every» sixteen days in which to do 
shopping. Reference to the plan will 
make clear precisely how the scheme 
works. 

Consider a girl in group eight who 
commenced work Monday "mn and 
after three nights rested Thursday, 
Thursday night, "Friday day-time. Then 
she worked three mòre nights, and 
from the conclusion of Sunday night 
shift, rested until Wednesday morning 
to enable her to change from night to 
day shift, when she completed her 
cycle on days. 

It will be seen that the cycle repeats 
itself persistently, so that an operative 
is employed one eight-day cycle on 
days, and one eight-day cycle on nights. 


Girl Worker has 10 Free 
Evenings in 16 


Now observe that this girl has had 
ten free evenings out of sixteen 
evenings, even although she has worked. - 
one cycle of the sixteen-day period он > 
nights. Furthermore she has enjoyed 
four full days holiday in sixteen, 
which is 25 per cent. holiday as com- 
pared with the pre-war holiday of a 
day and a half in seven of 214 per 
cent, (see prie two). 

She will also have had 10 day-time 
periods out of 16. 

In its simplest form the scheme 
employs four T and three 
machines, day shifts only being worked, 
The four operativ es will alternate on the 
machines, and so each have a holiday 
after every three days. 

The following will show the effect 
of this plan against other methods. 

Suppose three operatives were 
working three machines.to the working: 
hours of 55 per week (say five days of 
ten hours, and Saturday five hoi 21 
the three machines will have-to fun & 
total production of 165 hours per we 
Add one operative and run by the plan 


(C ciii d on page 34) 
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LARGE northern firm poses me 
4% an unusual shift problem. They 
“would like to institute 24-hour working, 
but owing:to certain conditions it would 
Бе better to have two long shifts for 
men and three shorter shifts for 
women, How could this be done without 
serious complications in the running of 
plant, management, transport? 

Ishall welcome any suggestions from 
a reader who has operated such an 
unusual and in some ways desirable 
programme. 


ME Н. F. Tomalin, managing 
director of the Jaeger Company 
would like an addition to the "Eleven 
Bewares for Correspondents" published 
last month. "I also suggest that the 
good salesmanship of admitting that 
the customer is more often right than 
wrong might have also been indicated 
if only because the contrary attitude 
has grown considerably in the last 25 
years,” he writes. 

Mr. Tomalin has undoubtedly hit the 
nail on the head. Partly owing to the 
.absence of many correspondence clerks 
‚ at. the war, partly due to slackness, 
“many replies to customers’ complaints 
are now deplorable. 

T should be glad to print a few 
samples as a horrible warning. 


“HE Managing Director of a 
northern firm puts a difficult pro- 
blem to Business. “Chancing to be in 
the vicinity of the time clocks when 
our employees were clocking off, I 
noticed one girl clock off for herself 
and friend. This is against the rules 
. I wonder how many clock on for 

„a pal who is having a day off. 

“We use the latest clock card system 
and thought that with normal super- 
vision. we had taken reasonable. pre- 
cautions. 

"Can you help us?" 

Actually turnstile machines have been 
tried and meet the difficulty; but the 
models produced a few years ago never 
found any large demand. - 

a in a small works, of course, a 
“signature recording machine meets the 
situation ideally, since it requires the 
worker's actual signature. In a large 
‘orks, normally, the scheme is imprac- 
able. owing.to the time required. 
"Good results “have beeri secured by the 
. simple method of putting up a notice 


on for a pal is a criminal offence and 
suggesting in a tactful but firm way 
that the management cannot overlook 
dt under these circumstances and asking 
Íor. co-operation. : 














E same sort of difficulty is met 
in. the matter. of: fire-watching ot 


-Women on Night-Shift—Customer Wrong No 
Clocking-in Pals—Income-Tax—Group Production. 


‘of 16s. 


pointing out that since the war clocking . 


- of #400. 


sell” its proposa 





business premises, particularly in Lon- 
don. Better paid staff are apt to con- 
tract out their fire- watching to less well 
paid colleagues. This is, of course, 
completely illegal. Indeed, on Tuesday, 
February 10th, an executive of a Lon- 
don concern was fined £2 for this 
offence. 

The following polite but definite 
notice completely stopped the practice 
in a small London house where it was 
creeping in: 

“It seems that the authorities are 
likely to take strong action unless we 
discontinue our practice of getting 
other people to work some of our turns 
for us. They have no objection to 
turns being exchanged, but it is 
definitely illegal for turns to be cut 
out altogether. 

“In the circumstances, I feel it 
necessary to advise members on our 
fire watching rota that it is not in 
order for them to allow someone else 
to do their turns for them (unless it 
represents an exchange).” 


ORKERS' income tax continues 

to give everybody headaches. 

Professor  Bowley makes several 
extremely good suggestions. 

(a) Let the Government tell women 
through the Labour Exchanges and the 
B.B.C. that their tax is not 10s. in the 
£ but only about 3s. 3d. and that it falls 
on their husbands. 

(b) Tell the worker through the same 
channels that up to an annual income 
of £200 for a married man or £300 
for a married man with two children, 
the whole of his payments are credited 
to him and saved for him. 

(c) Let the Government issue as soon 
as possible after April 5th, a card 
showing the amount standing to his 
credit as soon as the payments up to 
the end of 1942 are completed. 

(d) It might be possible in seasonable 
occupations to make two-thirds of the 
personal allowance operate in the first 
six months of payment. In the case 
of a married man without children 
earning £300 a year, the weekly pay- 
ment in the first six months would. be 
10s. 6d., and in the second, 22s., instead 
3d., throughout the year. 

(е) Let the Government tell single 
women that there 1s no tax on their 
earnings if they do not exceed .£110. 

(f) Let the Government tell married 
women that if the husband earns £300 
a year he pays £42; is wife also 
earns £100 he pays 9 instead 
of the full £81 if h E 













The T reasury:1 


and its. eff 


auxiliary plant. `: 


It is the average employer who pays: 
the penalty for this as for so much 
other official incompetence. Ever 
employer knows that income tax ћаѕ : 
prevented. innumerable women from 
tackling a job of work to-day. 


BOOTLE concern has solved the 

problem heroically. During the first 
week of February when ‘the new 
scheme started to operate it advanced 
£5,000 to finance its workers’ total tax 
liability. The business 15-а seasonable 
one with long hours in summer, short 
hours in winter. 

But for the intervention of his firm, 
the manager told the Times, many 
workers would have gone home with 
wage packets of £2 17s. 6d. (for 
married men) or £1 175. 6d. (for single 
men) the statutory minimums permit- 
ted. Instead by spreading the calcu- 
lations over 52 weeks, most pay an 
average of 3s. 9d. weekly. . 

The firm has made it a condition of 
retaining. the scheme that maximum 
production shall be maintained and un- 
necessary absenteeism abolished. Other- 
wise the present scheme of. paying 
employees’ income tax in. advance 
would be stopped and the individual left 
to his own resources. » 

Here is a scheme which even a small 
firm could operate if the workers are 
agreeable to paying a minimum rate on 
the money advanced. Failing this, of 
course, the cost to the firm "financing 
this accommodation may be consider- 
able since wages are so large a pro- 
portion in the average weekly or 
diture. : 


B" SINESS gave its sedis die: first 
account of the York plan for war . 
work by small concerns in the U.S. > 
Under this scheme, it will be remem- “ 
bered, the largest concern in.the small 
community provided the financial base 
for direct war contracts and sub-con- 
tracted these out to a number of.firms 
in the same town. After a good deal 
of delay the Ministry of Supply is at 
last facilitating smaller schemes in this 
country. 

One large firm of motor salesmen in 
an inland resort have combined: по 
fewer than a hundred small firms. on 
Government contract work. This 
group is now doing around £15,000 for 
the Government. In another seaside 
resort an association of between 70 and 
80 units, sponsored by a large concern, 
is producing £10,000 of work per week. 


In a third ease, a large motor assembly: +i 


concern. has scoured the neighbouring. 
garages and small shops, even farms, 

for machines. Of the 120 machines 
collected, 90 have been retained in one 
or other of the firm’s own two works on 

rent. The rest are operated by their 
owners in their own shops. This con- 
cern discovered no fewer than 250 

machines which the owners көз. not 
release. 


Incidentally, it took this concern 
several. months to obtain» its first 
order from. the. Ministry. for its 
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A SUMLOCK will see you 
through by speeding up and simplifying 


essential figure-work. 
SUMLOCK 
TIMES 


29 tons 11 cwts. @ 


ton less 23% 


159 @ 1/5}d each plus 
1,579 @ 4/9%d per gross 
Cost 78/14. Find selling price 


to show 12% profit on Returns 


Expenses 1940 Expenses 1941 


£1,387.14.5d £895.4.7d 


Show % decrease 9 secs. 
о 


5 tons 15 cwts 1 аг. 
@ &2.19.114 рег 


ton 


2,4521 yards @ 10/6$i 
per yard less 1571... 158 
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BRITISH-BUILT THROUGHOUT- 
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Е is a wise accountant who has no 
trouble in estimating for Govern- 
-inent contracts. Few Few contracts 
ever devised have caused so many 
ieadaches. 
ve most helpful formulae for 
ing with some of the problems 
ved in the present Government 
orms of contracts appeared in a 
booklet based on a paper read by Mr. 
S.J. Noel-Brown at a meeting of the 
Engineering Industries ^ Association 
last year. Scores of enquiries for 
followed our first report of this 
admirable booklet. 
The Association was good enough 
"to allocate its last copies to readers of 
Business. 
Now a new, enlarged and amended 
edition has just been. published (price 
2/6d.), which is even more complete. 
In our November review we quoted 
the fifteen’ types of overheads. dis- 
allowed by Government accountants. 
ro these has been added a sixteenth, 
“Rental in Respect of Crown Assets.” 
* Та commenting on these non-allow- 
able overheads, Mr. Noel-Brown makes 
a numi of good points. 





SPECIMEN 
(F actory 


Rent (of Factory Premises Only). 
Rent anp Taxes (on Factory Pre- 
mises Only). 





INSURANCES. 
Fire, Boiler, etc, (on Factory 
Buildings). 
(Equipment W. in P, and 
Stock) 


Workmen's Compensation. 
` Unemployment and N.H. 
DEPRECIATION. 
Factory Buildings. 
Plant and саза 
. Jigs and Tools 
2 POWER AND Licutine. 
wo GAs.” 
^ MATER. 
~ HEATING, 
~ CARRIAGE INWARDS. 
INTERNAL TRANSPORT. 








Labour, 
Depreciation of Vehicles. 
Supplies. 

EMPLOYEES” Hormay Funp. 








GENERAL, 
3 Factoty Expenses.. 
Factory Administration, 





imating for Government Contract 
1 aawered by S. J. NOEL-BROWN, 
F.A.LA., F.S.C.C., A.R.Ae.S., A.C.LS., 


"resident, Society of, Incorporated Cost Consultants. 


lt amazes all of us that interest on 
bank overdraft should be disallowed, 
but the bald facts are that interest 
charges are disallowed and I am afraid 
at the moment there is no alternative 
but to accept the position. One can of 
course press for progress payments 
and make your progress claims as 
frequently as you possibly can and 
thereby reduce your financial outlay. 

Discounts are another sore point but 
it is understandable when you relate 
it to the fact that interest is not 
allowed. І 

Depreciation іп excess of that 
allowed by the Inland Revenue is, I 
am afraid, rather an obvious point, but 
certain allowances have been made and 
it is possible to claim up to 25 per cent. 
if the company is running a night shift. 
This is a matter on which the con- 
tractor should "get together" with his 
local Inspector of Taxes. If on a night 
shift, in, say, the machine shop, only 
certain machines are working, keep a 
very cafeful check. on the number of 


hours the machines are working. These 


figares will then be accepted by the 
local Inspector of Taxes. 


OVERHEADS 


Oncosts) 


GENERAL. 
Welfare and First Aid, 
Re-organisation of Factory. 
Watchmen and Police. 
A.R.P. and A.F.S. 
Travelling Expenses. 

Propuction CONTROL. 
Planning Department. 
Progress Department. 
Ratefixing Department. 
Timekeeping Department, 

INSPECTION. 

STOREKEEPING. 

Jic AND Toot Drawine OFFICE. 

SHOP SUPERVISION, 

SHOP LABOUR. 





LABOUR TRAINING. 


CONSUMABLE STORES AND TOOLS, 
PROCESSING. 

Labour. 

Material, 
MAINTENANCE. 

Factory Buik 

Plant and Eq 









As regards Rent in excess of 
Schedule A, this is, I think, intended 
to check arrangements in which people 
have had a private agreement when 
renting certain premises. 


Spitfire Funds Penalised 


Some of you have had quite a shock 
with regard to Research Funds or con- 
tributions to Spitfire or Bomber Funds. 
I know of à case where a contribution 
to the. Aeronautical Society has been 
disallowed, which seems very unreason- 
able. The authorities are very definite 
about disallowing any contributions 
to any Fighter or Bomber Fund. To 
those public-spirited contractors who 
have already subscribed handsomely to 
these funds, this will come as a very 
bad blow, but it is a point which I 
think should have been raised before 
making the actual payment. 

Rent payable to the Ministries Jin 
respect of Crown assets covering plant, 
machinery, motor vehicles, buildings, 
etc., is not allowable as an overhead, 
the argument being that these assets 
which are provided by the State would 
normally be provided by the Contractor 
and constitute part of his capital outlay. 
Negotiations. as to the general terms 
are proceeding with the Society of 
British Aircraft Constructors as far as 


the Main Aircraft Contractors até con-. 


cerned, but ‘settlement has been agreed 


with the Ministry of Aircraft Produc- 


tion (Dept. P.S.13.C.R.O.) in respect 
of Crown assets süpplied to firms 
engaged-on the repair of aircraft, air- 
craft components and/or instruments. 


Eight Specific Questions 
and the Answers 
Question: An investigating accoun- 
tant has made the following deductions 
from my overheads: 
(1) Income Tax. 
(2) Schedule A Tax. 
(3) N.D.C. 
(4) Interest on Loans. 
(5) Discounts Allowed.: 
(6) Military Service Allowances, 
(7) Maintenance Items. 
(8) Depreciation due to long hours 
on machinery, ete. 


Income Tax, Schedule A 
are reasonable deductions, 


ANSWER: 
and N.D.C. 


and you should not expect them to be. 


included in your overheads. Bank 
Loans апі Discounts Allowed have at 
present to be deducted and you have 


:;at the moment no appeal against this. 


(Continued on. page 42). 
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It is the thought behind .this message that is important. 
These few words have been written again and again in an 
endeavour to express the amount of thought and careful 
consideration that is put into the design, production and 
application of Benjamin Reflectors—the complete Benjamin 
Service. It has carried Benjamin equipment into all kinds of 
factories all over the World. It means that Benjamin have 
something specially suitable for the lighting of your plant. 


EN/AMIN 
LIGHTING 


The Benjamin Electric Ltd., Brantwood Works, Tottenham, London, N.I7 x 


< Telegrams: “ Benjalect, Southtat, L І o j Telephone: Tottenham 5252 (5 lines) 
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"Avoid It 


Avoid. waste in requisitioning 
.raw materials and in ordering 
int. "Two months print supplies are 
‘ample... Buyers who over-order and 
“sometimes waste what they have bought 
give a bad lead to the rest of the staff. 


(0209 Overhaul | buying specifications, 
` examine them carefully and cut un- 
necessary trimmings. : 


Ф Careful check, should be kept on 
surplus stocks. Consider whether 
a certain department is merely incon- 
venienced or held up through lack of 
material — 


“Buying. departments should use 
second-hand markets. Second-hand 
cartons, packing material and used 
paper can be bought from dealers and 
“© {гот houses that have no use for 
them. 


4$ ^ Keep your eye on available stocks. 

By sorting out old cupboards you 
may find stationery that has been 
“stored away. 


Reduction in carton board thick- 
ness can be considered. 


Some firms Апа it more economical 
c. te иѕе а thicker board and lengthen 
се life of a carton. 


^s*$ Make containers which can be 
| returned in the “flat” thus saving 
; carriage and extra trouble. 


Ф Avoid ullage in filling. 


ЛӨ Containers with fixed shoulders 

and base spun on after filling 
‘and a fillerhole with a lower lid or 
adhesive tape closure may provide for 
possible re-use. 


Puer шш Hip 


'of the cardboard 


Hitler : 


31 Ideas to dispense with inner 

cartons—(a) Slot the sides of 
outer tó hold the product. (b) Use bags 
as inners instead of cartons, (c) Pack 
in larger units or even in bulk. (d) Do 
away with lids or "inners." 


WA Cut out unnecessary printing on 
packing material. i 
33 Try and standardise containers. 


B4 Recover containers by offering - 
863 án. s 


a financial incentive to shop- 
keepers and lorry drivers. Paymeñt 
should vary according to the condition 
of the returned containers. Explain to 
lorry drivers the urgent need to recover 
and re-use containers rather than send 


them direct for re-pulping. 

M It is more profitable to dispatch 
goods at "owner's risk" than 

bother with the Thames Board Mills 

railway specifications as to the weight 

in relation to the 

contents. 


ЖФ Surplus cartons and containers 
from articles discontinued by 
manufacturers and distributors can be 
used at once and suitably over-printed. 
BY Saving can often be made by 
altering the shape of the con- 
tainer. 


ES Reduce overlap (inside flap of 
boxes). 


49 Reduce overlap of wrappings 

and inner linings. Size and 
thickness of wrappers may also often 
be reduced. 


Э) Paper waste unprofitable to sort 
f can be shredded and used as 
packing material. 


(Concluded in column 3) 









a : 
printing for forms an 
f 


letter headings; it is quicker and more 
:economical. ; 


Cut your correspondence file toa 


22 
| working minimum, 
2B Periodicals should go the rounds 


of the departments and should be 
salved after use, Buy fewer: share 
more, should be the spirit in buying- 
periodicals, ` : em 


24 Make a habit of clearing the files 
.every month and re-using the 





mnessential correspondence. 


Don't fold a sheet of blotting 
aper in: four—it is wasteful. . 
cuf it to pieces size 22 in. by 
d pad them by a stitch in the 
corner with the stapling, machine. 





nst 





How : to Collect 
- Paper Salvage 


Separate bins or bags should be 


1 | 
available for different waste. 
2 The three main sorting divisions ` 


are: 

(a) Newspapers. 

(b) Books. (without their covers), 
magazines,. pamphlets, correspondence, 
clean white paper. | 

(c) Anything else (including book 
covers). 

If possible waste should be baled. 16 
enhances its value, makes. for easier 
collection, and lessens fire risk. 


3 Members of the staff should be 

encouraged to bring their domestic 
waste paper to the office, to the factory 
or to the mill. A certain proportion of 
the proceeds can be diverted to the 
comforts or club funds. 


4 If you have already gone through. 

your business archives, go through 
them again, and remove for salvage 
every unnecessary document, reference 
book, and so on. 





Offices Cut Stationery Supplies 


In some large offices men with 
creative ideas have been appointed to 
effect ecónomies in office stationery and 
forms. The L.M.S. have a fully 
equipped Research Bureau for this 
purpose. . 

Another large concern carried out ап 
investigation of the type of corres- 
pondence handled. They used a pool 
system of stenographers and 
operator was instructed to make a 
further carbon copy of every letter or 
report she did over a period of a fort- 
night. These copies were scrutinised 


and when fully examined, 60 per cent. 


of the effort was considered to be sheer 
waste, P s 






each. 


Paper and effort was wasted in 
acknowledging, receipt of unimportant 
communications, covering letters were 
attached to self-explanatory documents ; 
many of the reports typed in duplicate, 
triplicate and so on were found to be 
absolutely unnecessary. 

Even the construction of ordinary 
business letters was carefully: consi- 
dered and all executives were instructed. . 


to cut out verbiage and meaningless 


phrases. ; 
Al salutations and conclusions 'in 
correspondence have been dispensed 
with. The. correspondence of this 
firm has been reduced to almost memo. 
-formand operates very successfully. 




















Wages Records 


and Таж Dedu ctions 


ERE is a three-in-one method of pro- 
viding all the information required without 
additional work and by hand. 


o WAGES BOOK when completed and inserted in 
its secure Loose-leaf Binder, becomes your per- 
manent Wages Book. Rulings are supplied to suit 
your own needs. 


ө PAY SLIPS аге perforated ready for separation 
and gummed for fixing to pay envelopes or un- 


Kalamazoo Líd. 


Kalamazoo 


gummed for tins ; each being a copy of the relative 
line of the Wages Book shows the employee how his 
wages are calculated. 


e9 INDIVIDUAL EARNINGS RECORD. As the 
employee's wages are calculated, his own Record is 
placed over the other two forms for carbon duplica- 
tion. You thus get, automatically, a separate 
summary of each employee's earnings--giving, 
without extra work, the necessary record for Income 
Tax deduction; it also provides for Income Tax 
returns without special analysis. 


* 


NORTHFIELD 
BIRMINGHAM, 31 


Copy-writin 
System 


























plus Accurate ‘Records 


MAS Ү filing clerks, in charge of two 
? A. or three cabinets in the office, are 
Often given other small jobs to do to 
Кесер: ет time fully occupied. 

; One such found that one of these 
other jobs necessitated his leaving the 
осе occasionally to refer to files іп 
another office. 

During his absence clerks who 
wanted folders from his cabinets used 
to take them. Some returned them 
promptly, some tardily, some forgot 
altogether. 

This, of course, gave the clerk con- 
siderable extra work, for he sometimes 
received a call for a folder which 
someone had taken and forgotten to 
return. In such cases he was forced 
“to-go all round the office to find it. 
“He finally hit on a plan, however, to 
* obviate this, and after consultation with 
the departmental head it was put into 
force. 

A number of sheets, were multi- 
graphed, One of these was pinned up 
Li 


Keep Details Separate from 
Major Planning " advises 
Executive | 
Ы! CARRY the big deals іп my head 
and the details in my pocket,” 
said a certain managing ditector who 
is. known to possess an exceptionally 
sound memory. 

;"If you require to remember a great 
number of small details, the best 
method is to, use a small loose-leaf 
notebook. The detachable leaves enable 
you to throw away any particulars that 
аге по longer required. 

"In addition to my loose-leaf note- 
book. I sometimes carry a ‘pocket- 
binder’ which has on the inside of 
each cover a metal rim for holding six 
or more cards, marked and indexed at 
the upper edge. 





Help for the Filing Clerk Depends on Office Co.operation, ; 


Pow 


close to the cabinet. 

Now when a clerk comes to.get a 
folder out during the filing -clerk’s 
absence, he fills in the details on the 
sheet. : i | 
Thus when the filing-clerk returns he 
sees which folders are missing. At the- 
end of the day he checks up the sheet, 
sees which folders. have not been 
returned, and collects them. Then the 
day’s entrigs are cancelled, the same 
sheet doing duty for as many days as 
the. space lasts. 

Since the entries are not very 
numerous, the sheets are long, and 
many can be run off on a duplicating 
machine at little cost, the plan is quite 
inexpensive. And when the time it 
saves is considered, it is obvious that an 
economy is effected. 

It is worthy of mention that the plan 
was put up to the other clerks in the 
office as a means of helping the filing 
clerk, and they all loyally responded by 
filling in the sheet properly when neces- 
sary. | 


Calendar Entries System 
MAY men jot down on their desk 
“calendars the following day's tasks 
justas they think of them. One manager 
has improved on this by always getting 
the entries in the order of importance. 


‘Over the next day's- sheet on the 


calendar is pinned a piece of paper. Оп 
this the items are entered in the 
ordinary way; at the end of the day he 
un-pins the paper and makes the entries 
on the actual calendar page in order of 
importance, so that they are cónven- 
iently arranged for the next day. 


Grouped Ledger Items Save 
Time 
NE of the bugbears of book-keeping 
is the discovery at the end of the 
month of small errors in the trial 
balance. . 
Considerable trouble can be saved in 
the. preparation of a balance by 
grouping the ledger accounts so that 
the inactive may be separated from 
the active accounts. E 
This method is valuable if employed 
in connection with the many stock 
forms of trial balance books. . 


Filing Old Envelopes Proves Date of Receipt 


T° avoid using sterotyped phrases in 
letters is one of the problems that 
harass the busy correspondent. 

Here is a plan adopted in one office 
to answer letters rapidly without em- 
ploying too many hackneyed or un- 
natural phrases, 

All unanswered letters are kept in a 
special folder. On the inside of this 
folder any striking phrases or meta- 
phors are recorded which may be 


* discovered in reading the letters that 


arrive at my office. 

This list is supplemented at every 
opportunity. It has enabled the firm to 
maintain an original style in writing 
important letters. 

When a clerk is told to post a 


Key All Card Systems For. Easy Reference 


ARDS of different colours are often 

used to denote the various records 

in a card tray. A better plan is to 

“mark the tops of the cards with red 

ог. black ink, as with a series of 
coloured dots. 

This method renders each set abso- 
lutely distinct and is particularly use- 
ful when cards are to be transferred 
from one drawer to another. No new 
cards are required, as it is only neces- 
ѕагу іо re-ink the tops. 

To obtain. information ^ without 
removing cards from the tray, it is 
advisable to cut notches in the top 
edges. Lines should then be ruled along 
the tops of the cards from front to 
back. ~ 


Each of these lines produces a dot 






on each card, so that the card is marked 
at equal intervals. Notches may then 
be. cut opposite the dots when it is 
desired to specify and definite facts. 

Suppose, for instance, that the cards 
form a register of insurance policies, 
on which the premiums are paid 
annually. 

Each dot represents a year and as 
soon as the premium is paid the date 
and amount are entered on the card and 
a notch is cut at the dot representing 
the year. 

When all the premiums have been 
paid the notches form a groove along 
the top of the cards from back to front 
ofthe tray. Should any amount not be 
paid the fact is made obvious by the 
display of "un-notched" cards. 


letter he sometimes carries it in his 
pocket for some days before posting. 
Unless the receiving firm can show that 
this delay was not due to them, there 
may be delay in executing orders. 

To avoid such a contingency a Bir- 
mingham firm keeps all the incoming’. 
envelopes and ties them in bundles to 
show the date on which they were 
received. | 

The postmark shows the exact time 
of postage irrespective of, the date on 
the letter itself. 





One of a series of cautionary 

drawings by Mendoza which illustrate 

“We Don't Want to Lose You So...”, 

‚ recent issue, Royal Society for the Pre- 
vention of Accidents and the Ministry 
. : of Labour 








Treatment of 


YE 


INJURIES 















by 

Works First-Aid 
and Welfare 

Officers 








т You kenou that eye hazards are the most serious of | 
all non-fatal industrial risks. 


You know 
accidents still occur. 


You know that to treat eye injuries (as a preliminary 








| of ink. In an unequalled range of 18 colours, 


that despite every precaution, the pro- | Waterman’s Ink has the tradition of 56 


vision of guards, screens and goggles, eye | 


to medical attention) you needed a simple, | 


efficient and practical syringe type of 
apparatus. 





You have inthe Optrex Ocular Syringe an apparatus 
scientifically designed to produce accurately 
controlled jets of lotion which, free from | 
air, thoroughly and completely wash the | 


eyes; an apparatus so safe, so simple, it | 


can be self-used. by the casualty without | 


assistance. 
You have 
eye lotion which provides certain relief for 


* arc-eye,' that ‘sand in the eye’ sensation, | 
and a complete irrigator. 





1 THE SYRINGE fs obtainable oniy from Optrex Ltd., Wadsworth Road, Perivale, 
Greenford, Middlesex, from whem further particulars can be had. on request. 








in Optrex Lotion, used with the syringe, | 
an antiseptic, anti - congestive and tonic | 





' For office or home use Waterman's 









IN THE WORLD'S 



















Ink is the finest in the World. Free 
flowing, free of sediment Waterman's Ink 
banishes forever irritating Ink-Clag . 

ensures smooth, easy flowing writing imme- 
diately pen is put to paper. Offered in large 
sizes for office and school use, or in the 
|; small bottles of the famous “ Tip-fill" design 


| Which allows уой to use the very last drop 















years’ leadership behind every drop. 





Waterman's 
Ink 


iS DIFFERENT COLOURS 
Made by 


n. G. SLOAN LTD. “Che Pen Corner," 
KINGSWAY, LONDON, W.C.2 
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Sole Distributors of the famous 


Waterman's Pens & Pencils 
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Calculating Wages 
and Overtime 
(By A. W. FOUNTAIN) 


HE necessity to realise every avail- 
able male for the armed forces 
makes the best üse'of female labour 


of paramount importance in the modern” 


office. Established . industrial - opinion 
appears to be that it is neither desir- 
able nor practicable to: employ female 
labour in engineering» and munition 
factories under the age of 18. If this 
is accepted, it follows: that the employ- 
ment of girls between the àges.of.15 

and 18 in office work:is of, further 
importance to the National effort. The 
photograph shown herewith, is of.the 
“calculating “section. of an armament 
factory controlled by a famous firm 
where the present average age of the 
"operators is 17, 75 per cent. of these 


girls were taken irom school and 
trained by the London Coputator 
Corporation. 


1,500,000 Each Week 


. Approximately a million and a half 
calculations are, made by 
lating section each week. The installa- 
tion comprises sixty-five calculating 
machines, Powers equipment consisting 
of twenty automatic key punches, and 
four tabulators, Addressograph equip- 


ment consisting of two 22,000 class 
electric Addressographs, four hand 
models, and four Graphotypes, which 


together constitute a Service depart- 
ment producing the bulk of the 


accounting payroll, costing and statisti- 
cal figures for the factory. 

The purpose of this article is to deal 
with the part which the calculating 


this calcu” 


‘batches of suitable quantities. 


machine plays in this organisation, but 
generally speaking, the. writer 15 of 
the opinion that the same methods can 
be ‘employed with any уре of 
mechanical accounting equipment, and 
has. proved this to be so in. the case 
of Powers and Addressograph, where 
the same’ methods of training, pay- 
ment and organisation were used. 


Orderly | Progress 


The first essential in organising a 


department of this nature, is to ensure 


that documents are not allowed to pass 
to the service department ій a hap- 
hazard fashion, and that am even flow 
of work is maintained. 


Secondly, to reduce. the individual 


interpretation of the method of doing 
a job*to the тіпітит, ` the exact 
sequence of a calculation or- combin- 
ation of calculations must be planned 
and adhered to. 

Thirdly, since the foregoing factors 
tend to create a certain. amount of 
monotonous operation, àn incentive in 
the form of a bonus payment by results 
prevents the operators’ interest from 


flagging. 
With these three important points 
firmly established, the section is 


organised as follows :— 

(1) Each department of the factory 
using the calculating section. will pass 
into it documents for calculating in 
A pro- 
gress note or route sheet will be 
attached to the bundle of documents 
showing the type of document, the 
number,contained in the batch, and 
any other information required by the 
department. 

"The department passing out the work 
also keeps a master sheet showing the 
times when the documents were passed 
to the calculating section. The entry 
is marked off when the documents are 
returned with the calculations com- 





section. 





: then as follows 


pleted. No work can be accepted by 
the calculating section unless it 1s 
counted and docketed in this wav. 

(2) Departments must give all work 
to а supervisor of the calculating 
The supervisor distributes the 
work to the operators in the docketed 
bundle im which it is received from 
the department. She has a work-slip 
for each operator on which she puts the 


ctime she gave out the work, the caleu- 
lating job number, 


and the number 
of documents in the docket, The 
routine method of each calculating job 
number is.known by the operator, and 
the method is planned so that it may 
be repeated by the operator in a 


different manner to provide her with 


a check, 
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For example, in calculating job No. 
10, the operator receives the clock card 
as shown. Bonus hours, actual hours, 
overtime and nightshift hours have 
already been expressed under a pre- 
vious job number. The operation is 


(a) Add the deductions in sterling and 
record in the space provided. 

(b) Extend the bonus hours in 
shillings at Rate 1 as shown to 
two decimal places and record 
the answer in the space provided. 

: (c) Extend the actual hours in 
shillings at Rate 3 as shown to 
two decimal places, and record 
the answer in the space provided. 
(Continued on page 24) 
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Specify "BUTTERF 
Noncurling Gummed Papers 
.to your printers who will be 
pleased to deal' with your 
enquiries. 


ДЗАМОЕІ ЈОМЕС ғ.Со то боа 


E BRAND 


If you want the best 
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HE second interim report of the 
Board*of Trade’s Retail Trade 
Committee is full of academic argu- 
ment, After seven months’ pondering, 
the Committee can suggest no imme- 
“diate action’to relieve the retail situ- 
ation. This although every day sees 
more small shopkeepers driven into 
insolvency. A. committee that includes 


Co Sir Leonard Lyle, Lawrence Neal, Pro- 


fessor Florence Sargant might have 
been expected to show a little more 


> realism. 


^ "Last July, in its first report, the 
Committee seemed to be satisfied that 
"the retail trade must be concentrated 
like the inessential manufacturing 
industries, by mutual agreement. After 
; six months of study they have по more 
«specific remedy to offer. The patent 
fact is that the Retail Associations are 
not prepared to submit themselves to 
the telescope process. This is not sur-. 
. prising when one remembers that 
before the war we had 750,000 or more 
shops, employing upwards of 3,000,000 
people. 

Half a million of these shops 
. were employing a staff of one or five 
“persons. The shop keeper is still pro- 
ЉаМу the greatest individualist in this 
country. His associations, though 
strong in numbers, are never completely 
‘representative as the manufacturers’ 
associations so often are. How is it 
to be expected then that the retail 
"associations will agree to concentration 
schemes voluntarily when a number of 
wealthy manufacturing industries only 
submitted reluctantly under compulsion? 


s Cost of Living Up Only 2 Points 


K "OST. of living has risen by only two 
UM points in the past twelve months. 
This is certainly a triumph for Govern- 
"ment policy. 

During the same period wholesale 


Government has Inflation 


Danger Well in Hand ^ 










prices rose. by опу 49 per cent. 
(B.O.T. index). Yet the increase in the 
price of clothing was again consider- 
able (21.2 per cent. on the figures of the 
M.O.L. cost of living index) During 
this period the price of food actually 
records a fall in this index of 5.2 per 


cent. Clearly subsidies paid by the 
Government on food, coupled with 
rationing and the propaganda for 


savings, have prevented any inflation 
in the general price level. 

Retail sales for December were 4.6 
per cent. smaller than a year ago. Food 
sales again showed a slight fall (-1.9 
per cent.), but the sales of other mer- 
chandise fell by 7.4 per cent. 

What is the actual fall in turnover 
since 1939? In December 1939, the 
Bank of England index stood at 136, in 
December 1940 at 132. Last month it 
stood at 126. During that time prices 
have risen by around 40 per cent., 
therefore the shrinkage in the volume 
of shop sales is already approaching 50 
per cent. 


Big Rises in Sales of House 
Furnishings 
Feature of the December. returns is 


again the improvement in Central and. 
West London (10.3 per cent. over last 


year), and the great increase in the sale 
of household piece: goods all over the 
country. In suburban London these 
reached the figure of 84.8 per cent. But 
even in the North-west there was a 
rise of 55 per cent. 

Sales of piece goods also showed sur- 
prising firmness (in terms of money) 
showing an increase of 15.7 per cent. 
throughout the country, of 53.6 per 
cent. in suburban London and of 32.4 
percent. in the North-west. At this 
rate the consumers will quickly clear 
out the stocks held by the furnishers 


and drapers. 
C.C. 


————— lf s———————— 


OFFICE CALCULATIONS BY 
THE SEVENTEENS (Continued) 


(d) Extend the overtime hours in 
shillings at Rate 3 as shown to 
two decimal places, and record 
the answer in the space provided. 
Extend the nightshift hours in 
shillings at Rate 3 as shown to 
two decimal places, and record 

© {һе answer in the space provided. 
Total in shillings and decimals 
and record the answer in the 
space provided. 

Convert to sterling and record 
the answer in the space provided 
for gross wages. 

Subtract the total deductions 
and record the answer in the 


(e) 


6 


(д) 


(А) 


i 


space provided for nett wages. 

The checking operation is as 
follows :— ; 

(a) Add hours to be calculated at 
Rate 3, and hold. Make the 
extension well over to the left- 
hand side. and leave the answer 
in the machine. 

(b) Make the extension at Rate 1 
in the left-hand side of the 
machine and leave the accumu- 
lation of both answers in the 
machine. 

(c) Do not clear the machine but 
add deductions in sterling at 
right-hand side. 

Add thereto the nett 

written on the clock card. 

(e) Compare shillings and decimal 
answer with sterling answer in 


wage 











portant to make à comparison 


-in the machine since Conversion errors 


аге much ж оге obvious when the 


“answers аге observed side by side. 


When the operator has completed the 
bundle of work she returns it to the 
supervisor who records the time at 
which it is received, on the work-slip. 
(3) Now each ‘calculating job 
number is planned and dealt with in 
this fashion so that by study, it is. 
possible to set an allowed. time for 
each job, and by setting the allowed 
time against the time taken, to pay the 
operator a bonus for time gained at the 
end of each week. This was the method 
oi bonus payment adopted by the writer 
when it was first decided to introduce 
such a payment. The assistance of. 
the rate-fixing department of the factory ` 
was given in making the studies, and 
much valuable information was 
obtained therefrom. і 


Increased Production 
Means Specialisation 


As production expanded the creation 
of a constant and increasing flow of 
work from the departments. of. the. 


factory made it possible to divide the 


operators in the calculating section. in- 
to specialist groups in a particular job, | 
which job the group do practically all 
week, and so a straight price per twenty 
or per hundred per hour according to 
the type of document was evolved, and 
this is the system of payment which is 
now.in operation. 


Benefits. from Bonus _ 


Bonus payments are a definite and 
very valuable 


completed. Each document must be 
stamped by the operator before the 
supervisor will accept its return, and 
errors subsequently found are penalised 
by a deduction of 2/- per error, from 
the gross bonus earned. 

Theoretically, of course, there should 
be no errors, since each calculation 
is checked in a like manner to the опе 
previously described, but the fact that 
there is a penalty for any which may 
emerge, ensures that the *operators 
carry out the instructions as: to the 
methods of making and checking the 
calculations correctly. . 

In conclusion, it must be emphasised 
that a large measure of the success of 
an organisation of this type, depends 
upon the initial training of the opera- 
tors before they enter the employment 
ої the company, and to this епі the 
Sumlock school was provided with 
specimens of the work upon which the 
operators would be employed, along 
with an explanation. of the routine 
method of doing each job. 
were these methods taught that in many 
instances junior operators aged 15 were 
able to earn bonus almost from the 
first week of their employment with- 
out recourse to further training.. 








incentive to, having |. 
calculations speedily апі. accurately 


So well; 
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Save Time and Labour in 


FACTORIES - STORES - OFFICES 


‘BRITISH RESTAURANTS 
CANTEENS - WAREHOUSES 


















The quick service of 
refreshments is easily effected by | 
the use of SPEEDISERV units, 








They are of all welded steel construc: 
tion, mounted on rubber-tyred bali- 
bearing swivel castors and attractively 
finished in hard-wearing cellulose to 






Т.М, Machine as used by British Restaurants. 










approved shade. 





The T.LM. System reduces operation 
time by 30 per cent.; it cuts down over 
heads by 70 per cent; it increases 
efficiency by the automatic cash records 
"produced by each ticket issued. 






Tea, coffee or any chosen beverage 
may be prepared in a remote kitchen 
and the stainless steel lined SERVOT 
insulated urn ensures that flavour. and 
temperature are not affected in any . 


















Installed and approved by the Borough way. 
Treasurers of 50 Municipalities, for 
use. in Libraries, Markets, Recreation 
Grounds, British Restaurants, Canteens, 
Entertainment Departments,Golf Courses, 


Public Baths, Car Parks, etc. 






Illustrated is the SPEEDISERV “В” 
which has a service capacity for 150 
persons. We shall be pleased to 
submit details of the entire range upon 
: | | request. 

13,500 T.LM. models of one or other 
type are employed by 260 Municipal 
and other Transport undertakings, 
profitably, for innumerable purposes. 


= | KITCHEN ENGINEERS 
‘TICKET ISSUE-MACHINES, LTD. BELL STREET, LONDON, N.W.I- 
46 ASHCROFT ROAD 
SIRENCESTER, GLOS. 


Top. and Telegrams : Cirencester 400. 





FuH particulars wiH be sent on request to: 







* Telephone:  PÁDdington 4086 
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Works Canteen 


By Miss C. A. M. Baird 


(Head of Advisory Department, Esse Cooker Company). 


OW up to 600 meals a day for night 

and day staffs can be tastefully 
, ser 
article. 

“The. building by a well-known 
heating | appliance manufacturing frm, 
proved admirably suited to sympathetic 
conversion, ас rebuilding plan being 
vetoed. by the requirements of the local 
Authorities. The roof, a double open span, 
could. not be lined owing to limitation of 
wood. supplies, but by using a special 
design of clip from which to hang the 
wooden rafters. from the main trusses it 





>was possible to obtain a successful result. 


The rafters were sparred ‘and 30 by 36 
inch pioneer boards weré nailed оп, 
finished with hard wall plaster. This 
board was found most effective in saving 
labour throughout. | 

A complete new floor of “Granwood” 
in herringbone parquet pattern was laid 
över the old brick flooring, for the res- 
апга, while the kitchen floor was 
rendered іл concrete sloping to drain 
points for hosing down, All equipment is 
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ed in а building is described in this: 





mounted on raised concrete bases to avoid 
dirt collecting beneath the units. 

The building is finished in apple-green 
with rose-pink and cream reliefs and all 
doors and woodwork are light oak, The 
work ` planning and construction © was 
carried out by the firm’s staff, 

The building has been divided into. three 
sections. There is a large dining-room 
with workers' entrance at one end aud the 
Executive and Office Staff's entrance at 
the other, the central kitchen running the 
full length of the building and divided 
from the dining-rooms by hot and cold 
service tables, A small dining-room for 
the female workers. has a separate 
entrance, 


At one end of the kitchen is the goods, 


entrance and adjacent to this are placed 
larder, store-room, vegetable store and 
manageresss Office. This allows. goods 
entering the building to be checked with- 
our interference to the kitchen work. A 
portion of this end of the kitchen has been 
given over to vegetable preparation and 
the cooking of vegetables. The section 
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consists of two large preparation sinks, 
potato peeler and four steam’ heated 


boiling pans with jib crane, stand and. ` 


basket. There is also an additional. sink 
for pans, Steam heated ovens of varying 
sizes are adjacent to the vegetable pre- 
paration section, again preventing undue 
carrying. 

A central unit of four cookers provides 
four hot ovens, two moderately hot ovens 
and two slow ovens. Extensive boiling 
surface is incorporated in this unit and, 
as the fires, are continuous burning, the 
cookers are always ready for use. Each 
cooker can be cohtrolled independently, 


No Needless Traffic — 
T hrough Kitchens · 


The dish-washing section and china 
store are placed at the top end of the 
kitchen. Doors sufficiently large to allow 
of the easy movement of trolleys connect 
this section of the kitchen to both dining- 
rooms." Thus, there is no movement of 
either clean or dirty china through the 
cooking kitchen. P 

The walls of the kitchen are finished іп 
apple green, with the equipment in 


cream enamel with chromium fittings, à. 


strikingly clean effect is obtained: 


(Concluded on page 36) 


Layout Shows How ^ - 

600 Daily Meals are 

served on —Firm's 

Pre-Payment Ticket 
Plan 








More and more organisations are installing our well 
designed equipment in their canteens and Communal 
Feeding Centres. | 






ESSE Steam Heated Cooking Equipment incorporating 

all the latest approved safety principles, is easily 
cleaned, and has the steam connections concealed but 
readily, accessible. 








When used in conjunction with ESSE Major 
Heat Storage Cookers or coal burning ranges 
there is complete independence of Public 
Power. Utility Services, yet giving labour 
saving and pleasant working conditions. 











ESSE Steam Heated Eailing Pan. 











Send us details of your requirements and let our highly 
skilled staff advise you in the choice of the most suitable 
cooking equipment to meet your particular needs. 





ESSE Wet Steam Ovens. 

















Head Office and Works : BONNYBRIDGE, SCOTLAND 
London Showrooms 


63 CONDUIT ST., М.І & 11 LUDGATE CIRCUS, E.C.4 
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LIVERPOOL 7 0 1 f 20 Canning Place 
EDINBURGH =~ ~ - 17 Greenside Place 
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SINK UNITS 


for 


WORKS CANTEENS | 
PORCELAIN ENAMEL 


in WHITE or COLOUR 


DURABLE and 
D | RUSTLESS 


BEING BUILT ON THE 

UNIT PRINCIPLE CAN BE 

SUPPLIED UP ТО 8ft. LONG 

Giving DOUBLE DRAINERS 
and DOUBLE SINKS 










This model "E10" 
38" X 19”, Bowl 
16" х 15% х g, 


"те or Phone: EASICLENE PORCELAIN ENAMEL (1938) LTD. 


PALACE OF ENGINEERING, WEMBLEY. Telephone: Wembley 3363/4. 


















Equipment 
















We illusteate a typical reflector lamp 

. for industrial use which gives an evenly 

“dispersed light, thus obviating both 

„eyestrain and the ous to which it 
eads 


WN certain industries it is imperative 
cE that the lighting system should be ої 
"such a type as to preclude the possi- 
bility of. explosion or fire caused by 
accidental sparking, damage, or breakage, 
and. it is the responsibility of the factory 
executive to ensure that the necessary 
steps are taken to achieve safety. 

The fire or explosion risk will be. quite 
apparent in the case of some industries, 
such as cellulose spraying, fuel storage, 
certain chemical works, etc, but there 
are many other industries which are by 
no means immune from this danger, In 
a large number of industries in which 
dust is produced, there is a risk of 
explosion should a dust cloud be ignited 
by any accidental occurrence, such as the 


-, breaking of a lamp bulb while it is alight. 


"Those in doubt whether conditions may 
“be dangerous in their own industry are 
.strongly recommended to obtain the 
memorandum on Dust Explosions in 
Factories, obtainable from Н.М. Stationery 
Office, or to consult the Home Office 
factory department, since dusts of some 
` apparently non-inflammable substances 
- may be explosive. 


“Danger” Lighting Points 


In general there are three main methods 
of lighting for explosive or inflammable 
atmospheres, and the choice of method 
depends on the seriousness of the risk 
involved, 

(a) Light sources may be placed 
externally to the building and arranged to 
throw. their light through a glass roof 


+ 


Specialised Lighting 


for Industrial Plants 





Three Main Methods used 


HE 

In 
direct on the: working plane, or by 
reflection from light-coloured structural 
surfaces. This method is recommended 
for atmospheres of extreme inflamma- 
bility. 

(b) In many cases light sources may be 
placed outside the danger zone, but inside 
the building, as in the case of a spraying 
booth, ; 

(c) If it is impossible to light the 
working area from sources outside the 
building or outside the danger zone, flame- 
proof fittings must be employed. 

(d) In the great majority of dusty 


atmospheres it is sufficient to use a well 


glass dust-tight type of fitting which 
effectively encloses the lamp. 

The first method is particularly suit- 
able for the lighting of large areas since 
it permits the use of high-wattage lamps 
of relatively high efficiency. A certain 
additional loss will occur in transmitting 
the light through an extra layer of glass, 
and the illumination will fall off rapidly 
it this glass is not kept clean. Accessi- 
bility is therefore of extreme importance. 

In the second, fittings placed more than 
20 ft. away from a cellulose spraying 
cubicle are usually exempted from special 
regulations, 

e. 


Special Inspections 

The third, necessitates the use of special’ 
fittings which must comply with British 
Standard Specification, No. 229, with 
respect to the particular group under 
which the vapours present fall These 
are divided into three groups—-Group 1: 
methane and acetone. Group 2: pentane 
and petroleum vapour. Group 3+ coal 


gas. 
The types of work falling into the 
above category include inspection of 


polished metal plates for surface blemishes, 
type-setting, etching and engraving, plate 
glass and large wet or oily surfaces, etc. 

For the inspection of transparent 
materials it is usually necessary to provide 
lighting additional to the normal overhead 
system, the supplementary lighting being 
placed so as to facilitate rapid routine 
inspection, 

The method usually employed is to 
illuminate an opal glass pariel from behind, 
viewing the transparent article against the 





* Danger 77 


food factory is 


Factories 


lighter panel which may be either vertical 
or horizontal, depending on convenience. 

Even lighting of the panel is essential 
and to ensure that this is so, it is recom- 
mended .that it should form one side of 
a box with a whitened interior surface, 
pearl lamps being used inside the box, and 
placed so that their distance apart is not 
greater than the distance of the bulb 
centres behind the glass, Daylight blue 
lamps may be used in similar positions if 
the colour of their light is likely to be of 
assistance, as it may be in the case of 
bottle inspection. 

To ensure that the brightness of the 
panel is not excessive, it is recommended 
that the wattage of lamps used should not 
exceed an allowance of 14 watts per square 
inch of glass surface, unless the general 
lighting in the room is of an exceptionally 
high value. Vs 

e 


Food  Factories 


In lighting food factories the visual 
task is a normal one, but there may be 
special requirements as to the methods by 
which the illumination is provided. 

The special requirements are: 

(1) The product must be immune from 
the danger of.foreign bodies falling into 
it in the event of lamp breakage, etc. 

(2) The lighting equipment should 
enhance the general appearance of the 
factory, and be easily cleaned, since a 
particularly hable to 
inspection by the public. 

(3 Vapour or dust may be present, 
necessitating special precautions, 

A satisfactory way of meeting the first 
two requirements above is to use indirect 
lighting, employing either ordinary indirect 
pendants if the ceiling height is sufficient,» 
or brackets or projectors mounted at con- 
venient “points, and throwing their light 
on to selected portions of a light-coloured 
ceiling if the use of pendants is impractic- 
able. I£ such equipment is used the fitting 
will trap any pieces of broken glasses 
which might otherwise become dangerous. 
Other types of fittings giving reasonable 
immunity from the above. danger are 
totally enclosing diffusing glass fittings, 
industrial diffusing reflectors, and standard 
dispersive reflectors fitted with а well- 
glass or cover glass, thus effectively 
enclosing the lamp. 

















BTH LIGHT - 
‘CONDITIONED 


To produce happily, the 
_ Worker must be able to 
|. "work at maximum speed 
and in the knowledge 
that no fault or omis- 
sion can ‘escape his eye. 
Only good lighting can 


. —. insure this. The B T H 


Light-ConditioningCode 
(copy sent on request) 
embodies the seven 
fundamental rules which 
govern all B T H plans 


for the better lighting 


of industry. 


Let BTH lighting Engineers 
help you to plan efficient lighting 
_ for preduction and welfare. 


LIV Lamps 


with MAZDALUX еар 




























but is everyone on that 
firewatching rota properly 
trained and equipped to play 
his part, at the critical mo- 
ment, as a powerful, efficient 
self-contained fire- -fightin 


unit ? 


ANY day (or night) those on the spot 
may be called upon for immediate 
action to prevent a burnout. Do they know 
their equipment and how to use И? Nuswift 
training ensures that they DO. This method 
of industrial fire fighting instruction gives 
thé A to Z of it. . . lectures, practical work, 
test fires. ДЕШЕ. equipment, with special — 
emphasis on fighting Incendiary Bombs. 
Trained fire fighters using. the Nuswift 
R.S.Q. have, single handed, extinguished as 
many as 8 German Incendiaries with a 
single charge. 










Nuswift-trained fire fight- 
ers have saved thousands 
of lives and millions of 
pounds' worth of property. 
Write for details of our 
vitally’ important Seryice 
to Technical Adviser 

(BA). 









Elland, Yorks. 




















| Complete A.R.P. Plan for 


Large-Scale Works 


HIS article, prepared by the А.К.Р. 
{ instructor of the London Brick Co. 
Ltd. explains the detailed methods by 
which the Civil Defence organisation is 
run. 

So that this system may be clearly 
understood it is necessary to give a brief 
description of the layout of the company’s 
works operating in various areas. 

There are twelve works in the ‘central 
area, two in the north section and four 
in the east area. All of these come 
under a single area control post but 
actually are in three regional areas, thus 
сант Йти reporting procedure. 

These works obtain knots (clay) from 
open pits, and it will be seen that the 
manufacture of bricks cannot continue for 
long after black-out time. Only burners, 
Aoaders.at certain works, and at one yard, 
га small engineer's shift, are employed at 
night. Therefore, two ARP. systems are 
required, 

Each works has its own A.R.P. personnel, 
The works control posts operate exactly as 
. do wardens’ posts, being protected buildings 
with. ^ works telephone — (dictograph) 
“installed, 


<= The Aves Cóntrol Post 


3 ‘This is a brick circular shelter, divided 
into two rooms, one for the controllers, 
“the other for telephonists, whose room is 
equipped with: two national telephones and 
two dictograph works 'phones. 

A controller and telephonist are always 
on duty at night, but during the daytime 
a central works office acts as control, 
having an exact duplicate of equipment 
“and, on an "alert," a rapid transfer is made 
to shelter control—thereon complete con- 
trol is taken from here. 

There is a paid "night fireguard" on 
duty in all the works at night, and in 
yards, falling in the prescribed areas, 
employee fireguards do duty. Ample recre- 


(Ву eourtesy of “ARP? and AFS Review”) 






Contaci WITH EVERY MEMBER OF YOUR STAFF 


A Dictograph Master Station on your desk means that you can give orders direct to the 


ation facilities are provided. Men doing 
firewatching have a good knowledge ot 
what is expected of them should incen- 
diary bombs fall in their area. 

All works have their own raid spotters 
who take up their posts on the “alert.” 
These men have been receiving progressive 
training for more than twelve months. 

With the exception of the two most 
distant works in the central area, all yards 
ate connected by a bell alarm system, 
which can be operated from either area 
control posts or from the main spotters’ 
post which is adjacent to area control. 

The two works not connected to this 
system receive warnings by works ‘phone. 
“White” messages are also phoned to all 
works, because some are distant from 
public warning sirens. 

$ 


Fire Brigade Has Limitless Water 
Supplies 


The brigade, affiliated to the N.F.B.A, 
consists of 22 men, many of whom have 
been members for many years, Each night 
six men are on duty at the fire station, 
four men being allowed to sleep at-a 
time except during "alerts." Bunks are 
housed in а protected part of the station. 

Two pumps of 350 gallons per minute 
capacity, with all the required equipment, 
аге the main fire-fighting appliances. One 
is: drawn by a fire tender, the other by 
a large car which has been adapted for 
this work. 

When the squad on duty is ‘called out to 
à fire, messengers are sent to start a relay 
call-out of a second squad who then man 
the station. 

All works are fortunate that disused pits 
have formed an inexhaustible water supply, 
which is reached from specially constructed 
ramps down which the pumps are lowered. 

Dry rising mains convey the water to 
stand pipes with five outlets which are 
placed in strategic positions in the works. 


executive concerned. You can put your questions directly to him or her. No risk of misunder- 


standing. No third party 
economise your time and energy: you promote efficient 


p gar. fü. ATTEND. TO iT 
2 IMMEDIATELY 


interference. No delay. You 


cH organisation. May we demonstrate? 


€ [ y ye SN 
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@ Under present conditions we can cater only for firms substantially 
engaged on Government work. Others interested are invited to 
send their names for priority attention after the war, when the 
demand is sure to be well in excess of the supply. 


 MICTOGRAPH TELEPHONES LTD. 





SWA. 








ап 10 
simple “call-out” system has bee У 
to operate should а бге occur when there: 
is'no warning in progress, 

Sufficient anti-gas clothing is kept at the 
station to equip a squad of eight men to 
work in blister gas conditions, 

Aid 

The decontamination squad. consists of 
eight men (originally 12), who have been 
trained in decontamination work and have 
had regular practices since the outbreak 
of war, 

A protected room has been set aside for 
the.use of this squad, known as the D/C 
room, where all A/G clothing and light 
equipment are stored. 

At the company's sports club a section 
has been set aside for use as a cleansing 
station... There is a position for open 
shed, air-lock, undressing room, washing 
тоот (with eye douche and three showers), 
lavatory, dressing room, F.A. room and 
out through air-lock. 

A well-equipped first-aid post, with a 
garage attached for housing a modern 
ambulance, is situated very close to the 
area control shelter, Here, a full-time 
qualified man and a nurse are kept busy. 
The man is in charge of, and is respon- 
sible for, the first- aid equipment through- 
out the works, and each works has its own’ 
first-aid room. 


Decontamination and First 


(Concluded on page 32) 





Another amusing illustration bon: 
"We Don't Want to Lose. You" 





Executive's Master Station 


ABBEY. HOUSE, WESTMINSTER, Also at BIRMINGHAM, BRISTOL, GLASGOW 
^ Abbey 5572/34. ‚ 


LEEDS, MANCHESTER, NEWCASTLE 
BELFAST, y CARDIFF & HUDDERSFIELD 









See when б still on it creeps, each little 
/ . moment at another's heels till hours, days, years 






and ages are made up of such small parts as these. 










Men look back worn and bewildered, wondering what 


it is, for it travels like a ship in the wide ocean that has no 











bounding shore to mark its progress. Johanna Baillie. 


rud SAVE TIME in Time Recording 
n | with the NEW TENTI 
e MAG NETA TIME RECORDER ACCURATE. COMPACT. 


COMPACT: 
Prints full size records оп 
standard size Time "Cards. 





FOR INFORMATION OR LITERATURE WRITE OR PHONE 


THE MAGNETA TIME COMPAN YL” 


| œa GOBLIN WORKS, ERMYN WAY, LEATHERHEAD, SURREY. „кы? 


| LONDON OFFICE. 53/54, HAYMARKET, ER AR TELEPHONE: ABBEY 2266-7. b eres D 
| ; YOU WON'T INCREASE. LABOUR - SAVING MACHINES 
YOUR OUTPUT. FOR THE KITCHEN 


IF STORAGE IS 
A PROBLEM. 


We Can Solve It | 

































POTATO PEELERS 
SLICERS | 
CHIP CUTTERS 
MIXERS 

MINCERS, ETC. 








LOCKERS 
WORK-BENCHES 


TOOL CUPBOARDS INSULATED TEA URNS 


FOOD CONTAINERS 
lilustration is a SERVICE TROLLEY: 

STANDARD BIN SMALL SLICER ETC. 

1 0*9» 30.94 2^9 

Ё WITH ADJUSTABLE © 

SHELVING — сатасриатоттосонссовниоотонј 


STOVE © ENAMELLED | Write for full particulars to 


ОЧУ GREEN KITCHEN MACHINES LTD. 


ONEHOUSE STEEL EQUIPMENTS - 7 SICILIAN AVENUE 
_ WEST BROMWICH s SOUTHAMPTON ROM 
405 ; Е : N, WGL дери: ВВ 





Notwithstanding the great demand we are at your service 































-. What! you need 
more machines ? 








Read that cutting 
again. It’s not the 
Government talking, 
asking for maximum 
. output, it’s the теп, 
“The men on the job . . . seeing the job dying 
away under their hands . . . protesting at 
the waste of time, of machines, of willing 
hande, 

Saying, in another way, what Kardex has been 
reaching for years—that big output is by no 
méans just a matter of big plant, 


The vital element of: control—control of 
materials; control of stock, control of assembly, 
control. of man-power-—determines the output 
‘of алу. arit. 

fardex control nó administrative defect 
‘ean Hinder the flow of production. Some few 
indefinable delays are unavoidable in war-time. 
But the inescapable voice of Labour demands 
that there shall be no other stoppage. This is 
po time for idle machines , , . or for alibis. 
















Send for the latest book- 
let, '' Production Con- 
trol," by A. R. Jackson, 
= to Dept.503: 


4 New Oxford Street, London, W.C.1 
Teil.: CHAncery $855. 











'There are three parties of four men 
attached to this post for operation. during 
production hours, but only one party mans 
the post on the "alert." 

Two men are on duty continuously at 
nights at this post, with an ambulance 
driver who works during this time at the 
transport department, but who can be 
obtained in a matter of seconds. 


How It All Works 


Jy day, On receipt of air raid warning 
“red” at central control office, the telephon- 
ist operates the bell alarm switch, "steady 
ring," for a period of one minute. Mean- 
while, the works uot connected to this 
system are warned by 'phone or, of course, 


by public siren. 


| warning 


As the works acknowledge receipt of 
they are checked off on a 
warning acknowledgment sheet, and by 
the time this is completed the control 
shelter is manned, and telephones and bell 


| alarm are switched over to this point. 


The telephonist then goes to control 


|oshelter. taking his reporting sheet with 


him. 

On hearing the bell alarm, the warning 
is acknowledged to area control. Spotters 
go to their posts, and wardens and 
messengers take up key positions. 

'The works controller, his messenger, and 
telephonist are at the works control post 


| on the "alert." 


It has been arranged that all persons, 
with the exception of the works control 
staff, spotters, and fire guards, take cover 
in shelters on the "danger warning." 


Proper Shelter Control 
"is Essential 


A.R.P. personnel have set shelters to 
go to so that the works controller knows 
exactly where they are. 

By Night. "Purple" warning is given over 


| the bell alarm by ringing it in exactly the 
| same way as for “red.” The reason that 


KARDEX VISIBLE CONTROL SYSTEMS | 


| 


this is possible is because, when the night 
fireguards acknowledge, they are told 
whether the warning is "purple" or "red." 

It is important that the “lights out" 


| warning be given rapidly, as there are cer- 





The back of the carbon paper is 
coated with a special preparation which 
gives it a GLOSSY WAXED SURFACE. 
@ This DOUBLES THE STRENGTH of 
the carbon paper.  Waxcoraft carbons 
DO NOT "TREE" OR GREASE like 
ordinary carbon papers. 

@ it enables A MUCH HEAVIER 
COATING to be placed on the front of 
the sheet. 


FREE SAMPLES AND DETAILS FROM 


| Complete A.R.P. Plan (concluded) 





Махгга 





tain exempted lights used in the works 

for night loading. 

«The "red" warning is given in the same 

way, and in the prescribed works the fre- 

guards are warned that an “alert” is on. 
Spotters are not used at night, mainly 

because of the few men at work. 


————————— 


> - 7l must remember 
oe that" 
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| all Min), А 
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А laugh—with a moral—from 
“We Don't Want to Lose You” 





NEW METAL REGULATION 


NDER a new Defence regulation the 
Minister of Works has been given 
powers to call upon owners and occupiers 
of certain types of premises to disclose any 
metal suitable for scrap, — ^ | 
An Order now being drafted will pro- 
vide for compulsory returns to be made 
of all disused machinery, plant, ete, 
The Minister will not take for 
valuable machinery and plant which 
be preserved for use after the war. 
The machinery and plant of those firms 
that have closed under the cancentration 
schémes, approved by the Board of Trade, 
will not be requisitioned, nor will a retürm 2. 
from these firms be requested, А 


scrap 
must 











Н CARBON 
PAPER © 


Therefore sach carbon lasts longer 
and gives a SHARPER IMPRESSION to 
the very end. 


Ф Waxcraft Carbon paper has a non- 
smudging surface, It WILL NOT RUB 
OFF on to your fingers, nor wil the 
carbon copy itself smudge. 


Ф costs NO MORE than 
good quality typewriter carbon, 


ordinary 


STANDARD OFFICE SUPPLIES CO. 


57 FARRINGDON ROAD, LONDON, 


Е.С. - : 
‘Phone: CHAncery 5561 (4 lines 













To Business Executives 









‘DURING THE WAR 
Invest. in Savings Bonds 


AFTER THE WAR 


Invest in 


“Sound a JAMES WILKES L 
Sound ч E a ы : 
MILNERS SAFE CO. LTD. 21, Hampstead Lane, London, Хб | MOXLEY ROAD WORKS, BILSTON 


Telephone : MOUntview 6655 












TRADES & PURPOSES | PEDIGREE 


THE Pencil with 
BOILER SUITS 


an indelible 
. record | | 
BIB & BRACE __ Ж 
- and one that has made - and still makes - the! 
most lasting “impression " in pencil history, as 
is evidenced by the way it is preferred above all | 



















| e 

COATS, JACKETS, 
APRONS, etc., for 
MEN and WOMEN 


The , 
66 
OLE, 
RIGMEL SHRUNK 


Garments are in Khaki, Blue and 
Grey; pre-shrunk, which guaran- 
tees against sh rinkage in the wash 















OVERALLS 
others. 


For permanency in records insist upon 























jerma made in a range of 20 varieties in colour | 
апа degree of hardness, but now somewhat | 
restricted due to War-time difficulties. 


| For finest зану in Office and Drawing Осе penseis- ярау | 


Frite for . 
PRICES — and 
|" PATTERNS 







Kings Own ine: Super-graphite ренин. 


| DE | 
| 





. M. WHEELER & COMPANY LTD., 


107 LONDON ROAD, PLAISTOW, LONDON, E.13 
PHONE : GRAngemouth 4071 (5 lines) 


СИВА ИТИ 


Sales & Enquiries to: BRITISH PENS LYD, Bearwood Hd 
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EDIPHONE 
Aids 
War . Effort 


| An important engineering firm 
| fully engaged on Government 
| contracts says: 














| “Ediphone equipment is 
absolutely essential to 
b ‘us; without it our staff 
| could not cope with the 
great pressure of work 
demanded by our 
increased output.” 


. The Ediphone is to-day more than 
ever required to speed the output 
of urgent war production, and 
since supplies are now limited we 
shall be glad to know of any 
| equipment that is not being used 
to its fulles: extent. 


| EDIPHONE SYSTEM. OF 


(ЖАШ. 


THOMAS A. EDISON LIMITED 












The service. given is reliable and acoustically satisfying. 
experience is at your disposal. Installation and full maintenance is undertaken on rental terms. 


Jand 


machines will have a total of 231 pro- 
duction hours (11 hours by 7 by 3). 

Production, therefore, will be 
increased by 40 per cent. without 
‘adding to factory space or machine 
| tools. (See claim one). 

It will be seen that eight groups are 
given on the chart. The number 
employed in each group may, of course, 


there is only one operator to each of 
these groups, they will work three 
machines, that is three will operate by 
day, three by night, and two will rest. 

Where a hundred operatives are 
working a hundred machines for fifty- 
| five hours per week, under this plan 
twenty-five machines could be discarded 
and the same hundred operatives could 
obtain from seventy-five machines 
5,775 production hours (75 by 77) as 
against 5,500 production hours (100 by 
55) from a hundred machines under 
existing conditions. It will be seen that 
though production hours have increased 
25 machines have been saved {о Бе 
usefully employed elsewhere. 

Tt has. been suggested in some 
quarters that eleven hours a day is 
| оо much. In some heavy industries 
|this may be so, but many factories are 
already putting in eleven-hour shifts 
| without a break for six days. It should 
| be remembered that the longest working 
| period is four hours, the other two 
| periods only being 3} hours each. Ít 





i that Paru is a holiday after every 
third day or night shift, and a two-day 
| holiday after-every 12 shifts. 

| Actual experience has proved that 
(production has increased more than 
i theoretically expected. As the oper- 
|atives concerned are paid day rate and 
| not piece rate, this surprising increase 
i surely answers whether the eleven 
| hours with two breaks can be worked 
| 
| 
| 
| 
| 
| 





without fatigue. 
It was claimed that the biggest snag 


be anything from one upwards. Suppose’ 


should also be taken into consideration , 


e operati 


oups, the need for Saturday 
"off" proves a fallacy. 
operatives work only 
evenings out of sixteen. : 

To give a concrete case, after work- 
ing for three months on the "C" plan, 
it was suggested to the operatives that 
when their turn for Saturday evening 
work came round, instead of starting 
at 6 o'clock they could come in at 10.30 
or 11. When put to ‘the vote as to 
whether they should do so, the surprising 
result was that 95 per cént. voted for 
working Saturday evening. 

Finally the scheme has great poten- 
tialities in the matter of part time 
workers. of which we shall certainly 
have to use many more before .this 
war is over. s 

The great problem, of course, has 
been the child, and with the mother 
requiring to work a full day, it has been 
well nigh impossible for the "woman 
next door" to look after the child, as she 
herself requires to shop. If the mother 
is allowed to work to the "C" plan half- 
days only, the "woman next door" is 
generally willing to take the child for 
say five or six hours. 

The question, when does the mother 
herself shop, is answered in the fact 
that after. every third half-day shift, 
the mother is entitled to a full day. 

By applying the "C" plan to half-day 
labour, it will be seen that as much as 
70 hours production per week can be 
obtained from a factory, although said 
factory is only working during the day 
time. Suggested hours would be— 

norning shift 7-12 a.m. and after noon 
shift 12-5 5 p.m. 

More important still, many of the 
half-day workers do^not have. to 
trained. For instance, in our own case... 
we contacted all our old employees who: 
had left and married, and suggested 
they oe half-days. є 

We had a splendid response as they 
are naturally on the look-out for extra 
money, and they were, of course, pre- 


six Saturday 











Twenty-five years’ manufacturing 


тй HM En ously skilled employees who afte 
; would be employees  requirin all viously 25. Тріо аа 
Victoria House, Southampton Row, Saturday P off This ы! pe few days’ practice were back to: their 
| London, W.C.1 f : >i ts ii Y PC old speed and efficiency. 
| Tel.: HOLborn 9988 true in small factories where an "€ 5P no 
Kc Aiii Celtas p vex | operative’ s particular friend works else- (Additional notes on the "C" plan will. 
| i where, as they naturally like to be be published in a future issue) 
€ MUSIC 
€ STAFF 
LOCATION 
ө MASS 
MUSIC keeps workers happy and contented, LOCATION CALLS find your key men. ADDRESS. 
instantly, ROOF SPOTTERS: WARNINGS give the " alert” simultaneously to every- 6 ROOF 
body on the premises and speed the way to shelters, STAFF TALKS encourage SPOTTERS , 
enthusiasm . . . all from a SINGLE Dictograph Sound Installation. WARNINGS 





Dictograph Loud Speaker 15” square 
Under present conditions we can cater only for 


In any case ^ 





firms substantially engaged on Government work. 
Others interested are invited to send us their names for 
priority attention after the war, when the demand is sure 
to be well in excess of supply. 


Branches at BIRMINGHAM, BRISTOL, GLASGOW 


LEEDS, MANCHESTER, NEWCASTLE 
BELFAST, CARDIFF & HUDDERSFIELD 


DICTOGRAPH SOUND INSTALLATIONS 


{Dictograph Telephones Limited) 


| ABBEY HOUSE, WESTMINSTER, S.W.l Abbey 5572/3/4 
















(1,000 liustrating 
feet of part of an 
^" Stormor "' actual "Stormor'" 





installation for а 
large engineering firm. 


shelving), 


STORAGE SPACE 


in any given area 


Я Woxttmum ACCESSIBILITY 
А to every compartment 
Maximum CONVENIENCE 


Maximum MOBILITY 


We plan your storage without obligation. 
Write us for full details. 


J. GLOVER & SONS LTD. 
GROTON ROAD, LONDON, S.W.I8 
Telephone: BATtersea 6511. 
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THIS ACOUSTI-BOOTH IS A 
ZONE OF SILENCE FOR YOUR 
TELEPHONE 


Put a Burgess Acousti-Booth in your 
noisiest shop and you'll be amazed 
at the “zone of silence '' it provides. | 
Noise will not interfere with your | 
telephone service if your shop phones | 

are in Acousti-Booths. | 
These booths have no dcors, yet they 
are quiet inside because factory noise 
is soaked up by ‘patented sound-absorbing walls. Hundreds of these | 
doorless booths are in daily use in all kinds of factories. Easy to keep 

clean—no maintenance. Write to-day for Bulletin BP 131/В. 


BURGESS ACOUSTI-BOOTH 


BURGESS PRODUCTS COMPANY LTD. 
= Acoustical Division, HINCKLEY,LEICS. Phone; Hinckley 700 (8 lines). 

л kondon Office: 72, Horseferry Road, S. W.1. Phone: Abbey 1868. 
: Scottish Representatives: R. McCartney & Co., 142 Queen St ,Glasgow, C. 
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When after the war supplies allow you to choose at your 
jewellers, electricians or store à Smith “Seche” Clock for 
your home, you will do more than install the most trouble- 
f You will exhibit 





plug in to Greenwich time 
Issued by SMITH’S ENGLISH CLOCKS Ltd. 


CRICKLEWOOD WORKS, LONDON, М. w.2. 
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REVOLVING TRAYS 
(PATENT APPLIED FOR) 
Just as necessary in the Office or Works as a Calculating 
Machine or a Costing System. They enable the busy worker | 
to deal with papers systematically, and are always handy but 
never in the way. 










FIT 





ANY EACH TRAY 









DESK 18 

| OR TABLE. EASILY 
SAVE DETACH- 
SPACE ABLE AND 
AND INTER- 

; KEEP THE 









STEEL TRAYS 18) X 904 Ж 94 ins. 
ILLUSTRATION SHOWS TRAY DETACHED 


THE TRAYS SWING BACK LEAVING THE DESK CLEAR 
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Radiant Works 
Barnsbury Park 
London мї 
NORTH #87. 


Gavejoca ^ Morgo, 
ndon. 








Telephone: 
Telegrams : 












PIECE WORK TICKET 


(8/6223). Te Г T 
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QUANT PR5oED 














COST OFFICE. 


| qUAWTHY 7] pm реа 







Y 508P, 029. 


Fiar Rawe 


CHANNEL R.H., 


Чеш. | omn — 57 
| Mill to 1.650" wide, 


7) NO Жылы бше) | 
H- 1-424 Ф-у-#1.| 412 
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зов 
TIME SHEET 


Be A SIMPLEX 


Mechanised Production Routine 
guarantees accurate costing data. 











: Write for particulars to the Systems Department 


Telephone: Trumpington 305 (3 lines) 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool, 
London, Manchester, Newcastle, Nottingham, Sheffield, Southampton. 








_ COSTING WITHOUT TEARS 


DEFINAC copes efficiently and easily with all those present-day 
costing problems. 
_ DEFINAC costing systems may be self-contained or link up 
with stock control, pay-roll systems, progress records or the 
„nominal ledger itself Costing by units or batches, jobs or 
output—based on material, wages or quotas TWO, THREE, 
FOUR RECORDS IN ONE ENTRY, always with the distinct 
advantages of DEFINAC ACCOUNTING. | 


Write or ring for particulars now. 





Tei. FiNchiey 5333. 

















Г) M3 42 CHESSINGTON AVENUE, | 
| Dafinag° ss | 
я ; M = u 7 UE j 7 E 





(Concluded from page 26 


|. As mentioned before, the kitchen is con- 
| nected to both dining-rooms by extensive 
; hot plate and cold service counters. 
: Although the kitchen is in full view of the 
` diners, owing to its brightness and its com- 
! fortable working temperature due to the 
| heat storage ‘cookers, this is not a dis- 
, advantage. 
| The larder, which is. well ventilated, 
| has cream coloured tile ‘shelves, some 
| sections being 18 inch wide. The store- 
: room has shelves, locked storage cupboard 
and various galvanised bins. А shelf 
| table has been fitted for weighing and 
| checking. The manageress's office with 
| glass doors and windows, is situated fully 
| one-third down the kitchen, She can thus 
| see what is happening in the kitchen. A 
wireless set is fitted in this office under 
| her direct control, 


|: Full use has been made of the section 
| below the cold service table to allow of 
| easy storage of cups, tumblers, stacking 
; rings, kitchen cutlery, etc. f 


The folding dimng tables in the dining- 
| rooms, measure 6 ft. by 2 ft. and are 
| covered with marbled linoleum. This com- 

bined with the folding chairs made of 
gaily ‘painted tubular metal, with wooden 
seat and back, give a most colourful effect. 


Self-Service Helps 


| The self-service system has been intro- 
duced and gives an enormous saving of 
| labour and time. Three-tier trolleys with 
sections for cutlery are placed in the main 
| passage ways of the dining-room for the 
: collection of dirty crockery and cutlery. 
| Salt and pepper are placed on the tables 
but the workers help themselves from 
| а "service" bowl of. mustard. Willing 
co-operation by the "guests" has. helped’ 
| the scheme materially. ^" : | 


A three-course mid-day meal. for 1/— 
or a two-course meal for 10d. is served ; 
between the hours of 11.30 and 1.36 
Breakfasts from 8 to 9 and high teas for 
late workers at 5.30. : 


| Рау As You бо! 


A feature of the scheme is the pre- 
payment system devised by the company, 
which obviates all payments (and change- 
giving) through the canteen staff. Books 
of meal tickets of different denominations 
are sold throughout the factory every. 
Friday and Saturday. These’ are avail- 
able for the following week and are 
surrendered as each worker takes up his 
loaded tray from the service tables. 
Time is saved and practically. all risk of 
dishonesty eliminated by this means. 
Work has already started. on the recon- 


struction of the old canteen to make it. ^ 


| into a snack bar for those workers. who: 
do not wish the full meal. А hot service 
table and an extensive cold service counter 
are being installed, A trolley system for 
the serving of light snacks to moulders 
| and other workers who cannot easily 
| leave the workshops is being introduced 
-at an early date. 


Although the seating accommodation of 
the canteen is approximately 350, the 
| cooking equipment installed. is sufficient 
for the serving of fully.600 meals and, - 
| if the demand arises, the night workers 

сап: the same. facilities as the day 

































ae IMMEDIATE DELIVERY _ 
INDUSTRIAL SEATING 


THE “KEMCLO” STOOL AND LOCKER 


. Specialists in 


PRODUCTION ECONOMY 




























COMBINED LAYOUT 
Pat. No. 536472. AND 
MODEL 2 DEVELOPMENT 
as p» IN | ; 
ТВА, АВО | BUSINESS ORGANISATION | 
and SPECIAL SEAT а | 





Design of 
Special Purpose Machinery | 


SEAT 30/-. 






OTHER MODELS 
FROM 14/- and 18/6. 










А апа | 
БАК TAL sg Т | Industrial E quipm ent. 
_ CONSTRUCTION s | | ) _ 
a а * 








© € LOCKER UNDER 
SEAT 








Staff of Expert Production Econo- 
mists and Designers at your service 


| LEONARD HALL & CO. 
Consulting Engineers 


9, HANOVER SOUARE 
LONDON, W.1 


€ CAN BE MADE 
TO CUSTOMERS’ 
OWN HEIGHTS 


* KEMCLO" naroware Co. 


55 Netherwood Street, London, N.W. 6 
MAlda Vale 1331 































































Offset Staff Shortage by placing this 4 ; 
Device on the Desks of Your Executives Storage Racks, Bins 


No other means will do more to € Boxes for Fa ctori е5 


ease the work of your executives | | 1 
and managers and free them from | 
petty details and minor matters. | 
For this '"'Executive's Desk Secre: { 
tary’’ is a complete desk organiser. | 
It keeps in orderly form and 
helps you to deal swiftly and | 
systematically with all your papers 

and correspondence, and auto- 
matically reminds you of all com- | 
i mitments and matters to be Ё 
attended to, 


The “Executive's Desk Secretary" plete alphabetical section, then | 
is a compact: portfolio containing sections for your daily follow-up, | 


di 








48 expanding pockets that take followed by sections for your | 
your papers flat, each pocket monthly follow-up. in two sizes: Fea 
clearly tabbed, ай arranged in Quarto 11 in, x 101 in. X 3 in; Ë 
classified sections: first, the com- Foolscap 13} in. х 10j in, х 3 in. | 


This almost Human Device 


-Bhows you at a glance all letters, papers or i 
“documents requiring attention each day. | 
»c~Insures s correspondence being answered оп i 
2 фогѓесь day. А | 
‘Sees a/cs. до out and are followed up regularly. j 
»-9Looks after matters pending and brings them | 

continually to your notice until finally dealt with, | 
` --Ргеуепіѕ loss of important papers and documents. | 

—Provides Alphabetical File for genera! matters. 

-—Keeps your desk clear of litter and all your 

papers ‘systematically filed. - 

--біуез you immediate access to any special 

papers—ideas, price lists, agreements, etc. ` 


Fill їп and Post this Coupon TO-DAY ! 


Business Publications Ltd., Whitefriars House, Tallis Street, London, E.C.4. | 


The capacity of a warehouse or stores can often be 
doubled hy the installation of a suitable FISHOLOW 
All-Steel Storage System, On the left is shown one of 
the lighter types of Shelving, and on the right a section 
of the FLOWRACK, FISHOLOW Factory Equipment 
includes many other types all of which are designed on 
the unit construction principle; also Trucks, Trolleys and 
Transporters. The extensive range and the FISHOLOW 
facilities enable most requirements to be promptly met. 
FISHER & LUDLOW Ltd., G. Dept. Branch Works, 
Rolfe Street, Smethwick, 


1 enclose remittance о{.............................. for which please send me: | 
SIE Desk Secretaries (Fools'p) at 18/6 including Purchase | 
Tax and Carriage. ........................... Desk Secretaries (Quarto) at | 


‚ 38/6 including Purchase Tax and Carriage, 















ia тее ee EOS 
NUMEROUS B > Doe en | 
i TZ A aectory. vi ul ment 

-T00 GREAT | NEW and APR ELS 


-DON'T TAKE THEM! 


























€ Readers are invited to make use of this valuable information. The name 
Büsiness risks are many. add df nor | and address of the manufacturer of any product described may be had on 
Ж чу 4 f f h y d ifn | application to the Editor, BUSINESS, Whitefriars House, Tallis Street, ` 
covered may mean heavy entries on | London, Е.С.4. To simplify your request you may refer to the items by 
the debit side of the ledger alone. | number only. ? 
Comparatively small is the cost of | € Manufacturers and distributors are invited to send complete information 
effective insurance against : | about their NEW products for inclusion in this feature. 


ж FIRE, BURGLARY, ACCIDENT 
TO STAFF, MOTOR VEHICLES, 

. CRANES, LIFTS, BOILERS, 
MACHINERY AND OTHER 
EQUIPMENT 


Individual or collective FIDELITY GUARANTEES 
are also a safeguard secured at very small cost 


ACCIDENT FIRE AND LIFE | 
ASSURANCE CORPORATION LIMITED | 


Chief Offices : 


GENERAL BUILDINGS, PERTH, SCOTLAND | 
GENERAL BUILDINGS, ALDWYCH, LONDON, W.C.2 ; 
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& p Difference in Weakly Wages in Ponce 9 


work te nearest whole penny 4 ignore fractions (ofapenny) eg. fer 15, tY or 37, use 3d. 7 





Scales. 
Transfers) 


во, follow the example of the Air Ministry | 
and other large contractors who telegraph | 
‘their orders regularly and get prompt de- | 
livery. Being produced in durable paint, 
"CTRAPINEX" Paint Transfer will go on | 


I Improvement to Lightning |. 
Wage Calculator 1 
“plastics, metal, glass or any smooth surface | : : 


гапа stay put. Prices are right so speed up Since they were first reported in rates per hour, increasing in steps оға . 
. production and | BusrNEss nine months ago, the new farthing, “Many firms "working on the 
m Use | automatic wage calculators have gone into basis of weekly wages therefore, Íre- 
о MN i | | very wide use. With increased staffs, and quently find that their. weekly wages do 
a Е à А | ог each а bonus, possibly overtime, not correspond with. those given оп the 
^.» NV 1 : | dependents’ bonus, cost of living bonus standard chart, This difficulty is now 
VT эй uel m. | ог night work rates to be calculated, the eliminated x the issue of new fate ie 
oe eee | work in the wages office grows increasingly polation fa les, the first for time апа а. 
Paint TRAN $ FERS aes . quarter, үе second fog bm ad a half, 
D eps dene i It will be remembered that the new the third for бте and a tard, |. 7. 
Speedy Delivery _ | catculators. working on the principle. ef Suppose. the е. wage for 
TOP NE orgs | dhe ora. rale are estimated c ioi еек 4% 8; ү Iso. w 
needy Application | the slide rule, are estimated to reduce hour week is 82/64, ut he a { 
z 5р e i Y. PP TU... i the time spent in wage calculations by бо 9 hours-overtime at “time and a third.” cv 
Unskilled Labour | per cent. The rule gives-calculations at The wage calculator gives (under the 47... - 
I ‘ 







































all wage rates from 6d. to 2/6d. per hour, hours slot) the nearest correct wi of 
| worked out for 47, 48 or 52 hour week, 82/30. and the corresponding ov x 
las well as overtime rates at time and a wage of 215. Since the difference. b 
| quarter, time and a third and time and a the workers weekly wage апа {һе 
half. Each of the models gives a total of on the calculator is.3d. (as the emp 








chart shows the 
› for the ba ff 






INDUSTRIAL PRODUCTION 
.. EQUIPMENT 






































































"f^ ш OMARO 
SLIDE RULES 


Ж YOU WILL NEVER BE WITHOUT THEM 






. THIS TICKET 15 
AVAILABLE ON DAY OF 
ISSUE ONLY AND MUST 

| BE SURRENDERED IN 
— EXCHANGE FOR FOODETC. 








P Principal dimensions 
weights per foot or 
yt of steel and iron 
Г Equal and Unequa 
Bars, Beams. Channels, 
Squares, Hexagons, Octa 
vex Feather Edges, Ў 
. Flats. 2,989 Values, Dim 
etc. 
Standard Quality 3/9 « 
Special Quality 26 

















"RT BENDING ALLOWANCES i |, Р 2 Bending Allowances 
For Sheet Matal Work 7 *. > 
sheet, metal work acc 
to the values of the Bend 
the Badius and the Thich: 
the Metal Sheets. Thicknesses an 
Weights per square foot for | 
and Plates of Aluminium, Br 
Copper, Lead, Tin and Zine, alsa 
— ^ the weights per foot length of 
| Aluminium, Brass and Cop 
к 2,140. Values, Dimensions, 
etc. 
Standard Quality: djs each, 4/3 post fig. 
Svecial Quality Ff (0 BeBe ae En 


S.1 British Standard Whitworth 

(B.S.W.) Screw Threw 
B.S.W. Bolts, Set Screws, Ste 
Ordinary Nuts, Loek Nuts, Slotted 











2 TICKETS FOR YOUR 
WORKS CANTEEN 


Readers will be familiar with | 
‘the ticket issuing machines carried 
зу conductors on many transport under- d 
takings, which print a paper ticket for the Nuts, Castle Nuts, Washers, Split 

quired denomination from a roll of | : Pins and Tap Drill Diameters 
"paper, Many of these machines are '| 1.162 Values, Dimensions, ete. 

d into a ready reckoner device which | uz S Special Quality. 2/6 each, 2/9. pist feed 
vas an efficient cash check. MS S 2 British — Standard i i 
On page 26 of this issue is described . (B.S.F.). Screw : 

“the prepayment system evolved in BSE. Bolte, Set-Ser 
“the works of a well-known Scottish Ordinary. Мик Lack 

"factory, where tickets are sold to the staft Nuts Castle Muta: 

for next week’s meals. | Pins” sad Tap Drill 
ке A` combination of these two ideas, , 1,197 Values, Dimensions, ete, 
adapted either for prepayment grammes «| ` ^ Speclal Quality 2/8 eheh, 2/9 pesi fr 

| diate purchase, is being taken up by | | ' 
‘British Restaurants in order to speed up M 1 Trigonometrical Funt 

service. Practically any combination of *^ Natural. values of Sines. 
cash items from 14. to 4/11d. can be Cosine, Tangent and. Cotangent 
printed Бу this machine which weighs from 00 to 90e increasing by 105. 
comparatively little and is sold complete 2,184 Values. x 
with shoulder straps or for desk use and Standard Quality 3/9-each, 4/- post {тее 

warning colour strips in the paper robs Special Quality 2/9. a 3 

prevent running out of tickets and the 
‘sitting of new rolls is easy. M 2 Arcs, Chao 
PROC TA Segments. « 


i circle with the radius 
E MOBILE FIREGUARD та ркы m в 
UNIT. FOR £15 


cirele from. Q9 to. 

d Values, | 
WHEN asked to organise. а group of Standard Quality: 8/9 each, Af- post Tr 
ЖҮ fire guards on the Hitchen, Herts. Special, Qualty 2/9. ví E^ os 
road, Mr, Frank Moore, managing 
director of a well-known London company, P. 
designed. ‘and’ produced а fire guards’ ў ү 
mobile unit, m dia. to. g : 
The unit is-a-truck with sorbo rubber Dimensions; nae a a wate 
es and two ball-bearing wheels. Its RR M each, Phy рө лр 
nórmal weight (truck and full equipment) D MO : 
"is 180 Ib i 
Тһе entire equipment сап be packed or 
withdrawn: from the truck quite simply 
and.quickly, because the back of the truck 
1 down, and will stand on its-own legs 
itha slight cant forward or backward 
casion demands. | 

whole is covered by a waterproof 


aw 
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M 4 Wage Calculator for Engineering and Allied Trades. Fifteen. dif 
Ы Charts and Tables. To enable us to quote you the most suitable € 
please write full details of your present method of wage computations. 
Important. For orders of less than 6 rules pledse enclose p.n. 
NE LIMITED, 104 High Holborn, Londo 





-KOSI 
and there is a groun bae 
six inches...” : лері 


Your 







15 urgently wanted for 
essential war purposes! 





ALL Classes of PAPER 
are required such as: 


€ BACK NUMBERS 

@ OLD CORRESPONDENCE 
Ф OFFICE RECORDS 

€ CARDBOARD 

@ WRAPPING PAPER, etc. 





We can collect 
їп any district 





ISUN н. Wast 

JOHN HILL & CO. (haser) LTD. 

ARLINGTON WORKS, ARLINGTON ROAD 

ST. MARGARET'S, EAST TWICKENHAM, 
MIDDX, 

Tel.: POPesgrove 5577 and 5157 

also at: 

НАКЕ, and 

WEST FERRY ROAD, “DEVIZES ROAD, 

MILLWALL, B14. SWINDON, Wilts. 

Tel: БАБЕ 8421-2-37 Tel: SWindon 3302 















CANTEENS 

FACTORIES 

OFFICES, ETC. 
ETC. 


| idly send an expert 





or office flooring prob- 

. anywhere... any 

No obligation. Please 
write to :— 


The Great Metropolitan Flooring CE 
73, Kinnerton St. SWI. Sloane 0047(7 line) 


Wastepaper 




















AIRCRAET JOB CARD 





$1833 i NO 51831 


з VOCHA NUR PAYMENT 


o 51830 | № 51530 
vous ros rave, N? 5183 ная 
voucuen rom рахмам. № 51829 | мо 51529 
d 5 мо 28 {— 
Ne 51828 б od ig 


ne 


VOUCHER FOR PAYMENT. *°° 





„1. уокойвя FOR PAYMENT. 



































VOUCHER FOR PAYMENT. (MAIN WITH THR MATERIAL ON FARTS. 

























i 
2 ке ТАЕ i 
o жена шо 1. A MATERIAL REQUISITION T. 
JRCRAFT MATERIAL RE: | nE 
в а : 5 4 d i? 
1 алено AR E A E с... зонани МЕ 77 TEN T 1 


1 TO STORES. AIRCRAFT MATERIAL REQUISITION | 
b 
Я 


i 
маны 18 0.8.8. 








































Under this Progress Plan, there is а separate tally for each operation. These 
are shown grouped round the master job card (right), which lists the 
entire operations 


This Company Trains Its Own 


Chasers tor Materials and Parts 


ATERIAL and part chasing that the entire system of production in 
remains management's hardest job a firm sub-contracting for the company 
in war production. Yet novelties made it impossible for them to obtain 
in this field of management are few the necessary output. The managing 


{ and far between. New ways and means director, therefore, went up to the 
of getting materials more quickly, of factory concerned and replanned the 


chasing parts and jobs more efficiently entire production process, suggested the 
are as hard to come by as a golden necessary equipment and altered the 


| sovereign. working layout. The methods he intro- 


In one concern I visited recently, duced are still being operated’ very. 


| however, I found as complete a system successfully in-the concern mentioned. 
| as can exist anywhere. For this In another case it has been found that 


company systematically trains its own some fairly small concern has got the 
chasers and it chases the job not only skilled workers and the equipment, but 
from section: to section but from not the experience in mass production. 
operation to operation. Every engineer knows that the average 

In this Midlands concern, the number small concern in this country was 
and variety.of products to be chased is largely taken up with individual jobs 
exceptionally wide. Their chasers until the war. When such a case is 


| have to progress raw materials and reported by the chaser, the company 


parts for jobs ranging from service may send one of its production 
motor vehicles and trailer fire pumps engineers down to put in a planning 
to components for aero engines, tanks, and progress system and to set it going. 
guns and tractors. This is carrying chasing to its logical 

In this particular factory jobs may extreme. But the company have found 


, vary from gear cutting to assembly of peo- 


. material shortages, for bottlenecks in 


| complexity of some of the company's "p 2 
. pre-war products has accustomed them Still the World's 


| to most of the obvious snags in mass Leading Quality 


| materials in various parts of ће 


| work inside the works. 


| held to be th 
1 out on the job 


а complete plane in variety. So 
there is every possible cause for raw 


the shops, for delays of every des- 
cription. 


Directors Make Good Chasers! 






In the case of raw materials, the | 


production work. They were among-the р 
first firms to establish chasers | of Pencils 


had been on production, Gv prepress ОЕ to heavy de- 
р | PTO$1653) mand for essential war 

But so important is material chasing industr Y supplies are 
ny executive may go i d. ЖО 

one case it was foun 














Со, Ltd, LONDON, ЕЗ. 







at this.is the only way to mec 
rious causes. of shortage. 
Of course, one constant trouble is the 
way in which orders are apt to be de- 
layed. A small firm is apt to discount the | 
i ie original order. If 1,000 parts | 
| ked for and the manager knows | 
,he can deliver 300 in the time required, | 
he is naturally apt to take the order. 
ne rust that his first prompt | 
; | y, coupled with the inevitable | 
+ delays on the main job, will give him. 
the time he needs to make up for his. 
shortage of equipment. i 
Yet in many cases this apparently 
deficient equipment can provide a. 
vastly greater output if the job can be | 
replanned on more efficient lines or if a | 
double shift can be worked. | 


Job is Chased Through Every. 
Operation to Stores 






i 
i 


i 
f 
i 
| 





















с Ав опе safeguard against this. 
“trouble, the company gives in it con- | 
; ot only 


the first deliveries | 
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. ment chases the whole job from every 
operation to stores. The large machine 
shop, however, has its own progress | 
апа chasing section, with which I now 
' deal. | 
. Obviously the number of chasers 
uired is considerable. To meet this 
difficulty, the company trains its own. | 
Curiously enough it has been found 

. quite unexpectedly that chasing is one 
of the things that some men and women 
completely inexperienced in factory 
work can do very well. 






Chasers include a Lion-Tamer and | 
. a Lady Receptionist 


At the present time those newly 
“trained include a butler, a lion-tamer 
from a famous circus, a butcher, a 
grocer, a car salesman. Women are used 
as well as men for this job: Indeed the 
personnel department has found fewer 
women to. "crack" under strain of this 
merve-racking job than men. One of 
„е women most successful in this job 
was a dental receptionist before the 
war. 

When a new man is put on the job 
Һе is attached to an experienced chaser 
until he is familiar with the whole 
routine of progressing work. He is 
then allotted. to a section and given a 

2 series of jobs to chase. Should he 
Prove efficient he will later be given 
"charge of a section. 

The chaser carries with him a mobile 
record which he brings up to date as 
he goes round the works, This he 





takes to the progress department each 
< evening, when any hold-ups are gone 
«into and the necessary action taken. 
с Einally the large machine shop has. 
. its own progress system, In addition 


1 job card ọn whic 
d inspections are 


fo the n 
operátion 
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DUPLICATOR CO. LTD. 


ASTOR HOUSE, 
LONDON, W.C.2 


Нов. 
BUSHEY HALL ROAD. 
MAKERS OF BRITISH DUPLICATING EQUIPMENT FOR ҳо YEARS. 


’Phone: 


Needs a Duplicator 











No process or appliance has yet been 
devised or invented to produce more 
perfect Duplicating than Ellams range of 
Duplicating appliances. rte 




























For nearly 50 years the resources of. 
money and scientific personnel of the. 
enti. Company have been devoted to 
the development of Duplicating equip- 
ment, with the result that to-day nothing 
more efficient. is obtainable. — Ellams = 
group оѓ Duplicating Machines range at 
varying prices from. the small Bantam 
Flat Bed Model to the Automatic Electric 
Self-feeding Rotary. SE А 


ELLAMS CARBON PAPI 

TYPEWRITER RIBBO 

DUPLICATING INKS AND 
STENCIL PAPER 


Ellams Carbon Papers achieved рори» 
larity some forty years ago because they 
were the first Carbon Papers in the 
World to be clean to handle and 
smudgeless in operation. 


To-day these, things are taken for 
granted and the outstanding attribute 
which causes so many users to insist on 
Elams Carbons is Economy — NOT 
cheapness in first cost but Long Lifes | 2 
| 
| 


ER 








you can use them time and time again. 
They will still be giving good service | 
when two or even three lots of Carbons. - 
of lessar quality (although not greatly 
less in price) have had their day. 


Write for. full information. 


5365. 
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ALDWYCH, | | 
Н 
Bushey 4554 | 
| 
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an individual job ticket is issued for 
every operation. This sounds compli- 
cated but it has been found to assist the 
foreman, the operator, and the chaser. 

Under this scheme the operator 
knows exactly what operation he is to 
perform. The job itself has ап 
individual identity. The inspectors have 
a complete check on the work for they 
tear off the right hand side of the slip 
after each operation. The tally itself 


‘goes back, after the operation, to the 


tally issuing office. This gives the 
progress office exact information not 


merely as to how the whole job is 
going, but as to the pre 


ise operation 
e amount of 







hand for every j 
ар, if any. As soon 
eived back by | 



















office, a scrap voucher is made out so 
that payment can be reckoned, E 
The voucher shown calls fo 
reverse spindle reverses to be cut - 
8$ in. diameter steel for harde 
Ten copies of the voucher are 
out, the first two of which (green 5 
to stores and costs. Each of the other. 
covers an individual operation. . 
The phrase "Release Nite Noe! 
the voucher refers. to the A 
certificate. I think that everythin. 
on this voucher explains itself, 
Here is ап outline of a cet 
chaser system. Some readers n 
able to make пзе of ce i 
methods used: in retürn w 
glad to hear oof 
methods that are 


















AN’S FOR THE BEST 
BOOKS ON BOOK-KEEPING 












PITMAN'S for BOOKS 
on MANAGEMENT 


PITMAN BOOKS 
mean EFFICIENCY 





г ADVERTISING, SALES, PROD 


control by first. class sales promotion man. Good 
business sense and ability to handle immediate 
gelling problems and production difficulties. Cap- 
ability; for suggesting, developing and preparing 
new linen for post-war marketing. Appointment in 
London Area desired, Write BRENT, 102 Farley 
Road, isdon, Surrey. 


| CLASSIFIED - 
ADVERTISEMENTS 





S 





RATE-.2/5 a line (average 7 words to A line). 

Minimam 3 lines costing 7/6; each additional line 

or part of a line 2/6. Box No, counts as one line 

and іа to be paid for; replies are forwarded free 

ef charge; 219, diacount for 3 insertions, 5%, for 

$, 109, for 12. Payment with order for single 
^ insertion, 

ИИНЕНИН OUO reset 
METAL ADVERTISING PLATES 
sanies rise it 
We have a stock of-3,000 metal advertising plates, 
29" x 9%, whieh сап be paint printed in, 
desired design or cub to make two or more designs; 
also 2,000 circular showcards with square base 
{137 diameter by 15^" high). Any design сап be printed 
in brilliant paint- TRAPINEX LTD., 43 Commerce 

Woad, N.22. : 





NAAM BU HI NALA CLA tnt G,: 


3 OFFICE EQUIPMENT FOR SALE 
> NNN ы лиана 


"А Large 


SECONDHAND, AT. LOWEST PRICHS.—WRAITE FOR 


LTD., 14/8 Нап HOLBORN, W.C.l. HOLBORN 4894." 


"Gomptometer and Adding Machine: Advertisers have 

Burroughs Comptomeber and Electric Two-Col 
Adding Machine on stand ior sale. 
on application, Box No. 031, c/o BUSINESS, 
бозата House, Tallis Street, E.C.4 

















i SACKS. 

Seeks. and Bags for ‘all purposes. John Braydon, 
Tad, 32 Aylmer Parade, N.3. Telephone: MOUntview 
1137/8. London's Largest Holders. 


TIME RECORDERS 





and Sates urgently wanted. Good 
үй А ription DALE, 113 High 
Tel HOLbers 2564. 


оте Раи 
кке раі 


| be allowed; within reason to all Staff 
| 


; exclude 


„| ADMINISTRATIVE 


any 


Sélection of - Ex-Government and | 
Отива STEEL AND. Woop. OFFICE FURNITURE, IN- 
CLUDING FILING CABINETS, DESKS, CARD INDEX _. 
CABINRTS; BTC, ALSO PLAN CABINETS, NEW AND: 


CATALOGUE, THE MISCELLANEOUS TRADING CO. | 


mmn | 
Further details | 
White- | 


Күлай 


Military Service Allowance: This would: 
| Employees, but not to hourly paid 
employees. If, on the other hand, your 
i firm created a fünd and paid an amount 
| into that fund for the benefit of the 


| hourly paid employees, that would pro- 
bably be admitted as an overhead. 


Maintenance: It is most unusual to 
e any reasonable maintenance 
items and it may be that there has 


‚ been some attempt to cover “additions” 
; under maintenance, which. might be 


regarded as capital Normal main- 


UGTIEN | tenance will be and should be allowed. 


“Whole or part time service offered in co-operation or - 


As regards extra depreciation due to 
long hours, the investigating accountant 
will allow you an amount similar to that 
granted by the Inland Revenue Authori- 
ties, At the present time one-fifth has 


OVERHEADS 


Orrice BUILDINGS, 
Rent. 
Rates and Taxes, 
Depreciation, 
Maintenance, 
INSURANCE: FIRE, ETC. 
(Office Buildings 
x Equipment). 
FURNITURE AND EQUIPMENT. 
Depreciation. ` 
Maintenance. 
Power AND LIGHTING. 
HEATING. 
WATER. 
Drrecror’s REMUNERATION, 
SALARIES. 
Secretariat. 
Acounts and Wages. 
Cost Office. 
Purchasing. 
General Office {including 
Post Room, Telephonists, 
Messengers). 
Bank INTERESTS AND CHARGES. 
Discounts. 
LEGAL CHARGES. 
AUDIT AND OTHER ACCOUNTANCY 
CHARGES. 
RecisTRARS—OÜrrrcE EXPENSES. 
POSTAGE. AND CABLES. 
TELEPHONE. ; i 
TRADE Expenses AND SUBSCRIPTIONS. | 
TRAVELLING AND ENTERTAINING. | 
UNEMPLOYMENT AND М.Н, INSURANCE. 


DESIGN AND DRAWING OFFICE. 
у ОРЕРНЕАР5 | 


апа 





Н 


4 


| 

| 2 
SALARIES, 

i Project Office. 

| Technical Office. 
i Drawing Office. 
‚ D.O. Mareriats. 

| EXPERIMENTAL Work. 

| Labour. 

| Material. 
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6 ү 
February 
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of 


produced on page 
issue have been produced by. British 
Ltd. Dashwood House, , manntac- 
TOP. antiseptic, in connection with thelr 





m 





in industry. 


REGINA 
CALGARY 
EDMONTON 
VANCOUVER 













| mongst 
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special technique for сой and influenza prevention.| 





dded. If you can prove that you 
have been working two shifts the 
ordinary normal depreciation сап be 
doubled and it is possible to сапа ир 
(о :аѕ much as 25 per cent. Тїз à 
matter which must be settled with yot 
local Inspector of Taxes. АП questions 
with regard to rental matter : 
guided entirely by Gross Schedule A^ 
Allowance -and there is no variation 
from this at the present time... 
Question: Am Í allowed to inchudo c 
my Loss of Profit insurance ргепнат 
in my overheads. : 
Answer: No, this is not an allow- 
able overhead, but you will be allowed 
your órdinary Fire Insurance premium 
although not the premium for Loss of 
Profit insurance. : 








“MANAGEMENT AND THE 
WORKER" к 


Е. J. Roethlisburger and William J. 
Dickson describe in full detail the twelve 
years’ researches by experts at the 
Western Electric Company's. Hawthorne 
Works into worker-relations with manage- 
ment. Since our articles. * many readers 
have asked about it. Ё 

Harvard University Press, inform us; 
that a certain number of copies ha enc 
shipped to the Oxford University 
who expect delivery immediately... Pric 


275. 
Ieo BUSINESS, Oct., Nov., Dec, 1941, Feb. 



































NO MAN CAN KNOW TOO MUCH |, 
amwe OF HIS PRODUCT 


The Vitra Lens is а revealin, 
eye of six actual diametrical 
area magnifications, 
which brings out. points 
strength or weakness, Whether 
you are engaged in manuface 
turing, buying or selling, it is an 
ally of real value. No instru- 
ment you can buy, will more 
quickly justify and pay for itself. 





For the close scrutiny of every eoneeiv. 
able object, metals, tools fabrics, fibres, 
minerals, previous "int, 


fractured sur. 


hitherto unsus 
used to &dvauiage. 


The price is 63-7 9*0 complete in: ence with 
apare. bnib, battery, and tank 
measuring scale: Postage abroad Za, 6d. 
The Ultra Lens Company 
RICHARD BOCK 
37 Finsbury Court, Finsbury Pyt.. 
London, E.6.2. Phone + Ulerk 1805. 


Actual йм 61" x 1g". 


BRITISH MADE 


Fully descriptive 
leaflet on request. 





ENCE EQUIPMENT 
SERVICE bes 


recognised experts and suppliers to 
Authorities and Government. Priority 
tractors” throughout the Country, can 
pply your every requirement, - 
our ` Specialities “are. D.T. 
. Leatherette Waterproof Coats from 25 
-Overalls from 15/11 in. several. 
meet all ARP. requirements, : 
27 ALL: ANTIGAS- REQUISITES 
: SUPPLIED — — 
send Enquiries to Head Office: 
4 Lisie Street, London, W.C.2. 
ephon GERRARD ... 2348-9. 
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BTH LICHT: Я 
CONDITIONED E 


| PRODUCTION. | 








То produce happily, the 
worker must be able to 


that no fault or omis- 
sion can escape his eye. 
Only good lighting can 
insure this. The BT H 
Light-ConditioningCode 
(copy sent on request) 
‘embodies the seven 

fundamental rules which 
govern all B T H plans 
5 for the better lighting 
i of industry. 








. Let BTH Lighting Engineers 
help you to plan efficient lighting 
for production and welfare. 
















MAZDA 


with MAZDALUX Equipment 


OU: STON со, атр. 


Па the Crisis! 











| machine cannot supply, are required. And 


_“Whenever you wish to dictate, for as long as you like, the 
| machine is your willing, silent, ‘indefatigable secretary: 


the time at your disposal allows, the | 


, free her for at least two or three hours every day to help Y OU 


supply. 


| knowledge that a machine could do it much better, And 


| interesting | tasks. : 


| aud learn how the Dictaphone will help you in your War 







B H fer all Electrical “Plant and Equipment. T 







of the War 


(by Thomas Dixon) 





“Britain, as its most ена coniribution to ihe 
must economise in the use of man and wor 
To carry us to victory there must be a grea 






mechanical appliances where possible 
science lo the labour engaged’ —Mr, 
Labour, in the House of Commons. 






For years I have been preaching this doctrine—that it is f 
and wasteful to employ human labour on work iat. cam be 
better and faster by a machine. Purely : 
should be performed by machinery; human labou 
reserved for tasks in which brains and intelli 


















to the greatest war effort in history, the same dc 
the Minister of Labour. 

BRITAIN. 18 SHORT OF LABOUR, That 
which we have arrived in less than three years 
of which is not even in sight. ` 

































SHORTAGE OF TYPISTS 


' Women of eighteen years and upwards are now called upon 
to register for war work, That means that the great majority of 
expert shorthand typists in the country may very soon be swept 
into the ranks of the war workers. 


How are they to be replaced? Replaced they must be if the 
trade and commerce of the country are to be carried on. 


To return to my first point: never use human labour for a 
job that can be done better by a machine. 


The purely mechanical work of taking down dictation can be 
done far faster and far more accurately by the dictating machine: 
than by the most expert of human secretaries, The machine is 
always instantly available, day or night; 4 knows no limitation 
of hours, never needs time off for meals, holidays «ar illness, is 
unlimited in its speed of operation and is incapable of fatigue. 


















suffering the. 
ore to do than 
will wonderfully 
smooth out your troubles. lt ave. you a full hour every day; 

it will help such staff as you are able to retain to do more . 
work individually and collectively, 1f you are lucky enough to be 
able to keep. your short-hand typist it will take of her shoulders 
the heavy burden of writing and reading useless shorthand and — 


If you are engaged on vital war wotk, iy 
inconvenience of a depleted staff, if 





in. work that demands the intelligence that the machine cannot 


A MESSAGE -OF HOPE 


"Mechanisátion" has perhaps tended to become a word of soi 
what sinister significance. Properly applied and understood, 
conveys to the worker a message of hope for deliverance fi 
soul-destroying mechanical routine, Н is no pleasure to the ch 
and conscientious worker to be doing a job with the 


one of the greatest merits of the Dictaphone system that i 
the capable and intelligent worker an opening to better and 


Write to-day for free copy of “Office Methods and Pr: 


THE DICTAPHONE CO. 


(Thomas Dixon, Managing Director] 


(Dept. H) Kingsway House, Kingsway, London, w 
Telephone: HOLborn 4161 (5 H 


Manchester, Birmingham, Glasgow, Sii 
Newcastle-on-Tyne, Dublin and 4 




























_ An interesting letter from 
ew Messrs. Trailer Appliance. 


TRAILER APPLIANCE CO. LTD., 

1, Bridge Road. 
{ Wembley Park. Middx. 
Dear Sirs, 
Reverting to our correspondence in October last, we 
“have much pleasure in attaching hereto a further order for a 
"quantity of Optrex and it would be appreciated if you could 
¿deliver the same at the earliest possible moment. 


You may be interested to learn that the writer has 
recently received a report from our Welding Shop Foreman 
regarding the use of Optrex. 


In the past we have had considerable trouble with 
© Arc-eye" among our welders, but we can report that 
through the constant use of Optrex this has been entirely 
eliminated during the period when it was in regular use. 
Unfortunately supplies ran out at the beginning of this weck 
ad even during this short period, two of our men have had 
о receive hospital attention, due to * Arc-eyes." The nature 
of the work is such that a man cannot be fully protected 
by а shield for the whole time, and therefore treatment 
г with your product appears to be the solution. 
We feel that the various Ministries may be interested 
in the results which we have obtained, as the use of Optrex 
“certainly does appear to prevent production breakdowns of 
the nature mentioned above. - 
| Yours faithfully. 
TRAILER APPLIANCE CO. LTD. 


The letter reproduced above is typical of the experience of many 
“firms. May we send you. further particulars of Optrex (brand) Eye 
Lotion and tlie Optrex Ocular Syringe, specially designed for use in 
Industrial Welfare; or instruct a representative to call upon you to 
iss eye-care in Industry 2 





sworth Road, Perivale, Greenford, 


PENNY A WEEK - 
ISN'T HE? 





He might have been one of your work- 
people or someone you used to see on the 
train every morning—and now he needs 
your help. He relies on the Red Cross for 
his weekly parcel of food and comforts— 
and the Red Cross depends on the weekly 
pennies of your employees. If they are not ,. 

. already contributing will you please give _ 
| them facilities now? Write to: Red Cross - 
Penny-a-Week Fund, 137. Bramshill, Ever- 
sley, Nr. Basingstoke, Hants. 


Get your 


. PENNY-A-WEEK FUND 


| di going NOW e 


AND HELP THE RED CROSS & ST. JOHN 


by she War Organisation of the British Red Gross Society and the Orde: 
rud Sohn of лет registered under the War. Charities Act, 1940. 
























PRIMUS 


ontinuous Stationery 


2218 the greatest office time saver since the 
invention of the typewriter. It enables 

EACH typist to do her work 30% quicker, 
..' with less effort because it entirely eliminates 
.. the continual time-wasting delays of extract- 
ing, inserting, aligning and interleaving 
^ separate stationery forms. 


Wartime difficulties of depleted staffs often 
handling double the work, call for specially 
-careful consideration of any method which 
/' will cut down the time spent on such unpro- 
-ductive but essential jobs as invoicing, day- 
ae book recording, works orders and inter-house 
records.. Nearly every business has to face 
up to this problem, and a large number of 


progressive organisations have solved it with 


` the PRIMUS plan. 
"further information ? 


CARTER-DAVIS"LTD 


| QUEEN ELIZABETH STREET, LONDON, S.E. 1 


May we send you 


we ees = - + HOP 0204-5-6 


DID YOU KNOV 


PRIMUS Autographic Regis: 





that -at least 
ONE THIRD of 
every typist 
working ti: 
IS WASTED? 








This wasted time 
you keep payi 











for—week after 
week 
It is a definite fact— 
but HERE IS HOW 
Чи CAN ВЕ REMEI HE 


















Yet another aid to efficiency in your organisation |. 
HANDWRITTEN RECORDS, the Primus Register use 
in conjunction with Continuous Stationery ensures tbe 
same speedy, smooth operation, 
while a copy automatically lacked 
in the machine provides =< 

your auditor with a 
check on each | 
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PHILIPS LAMPS LIMITED, CENTURY HOUSE, SHAFTESBURY AVENUE,. LONDON, W.C.2 
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ОЭ » а А DA n SECTIONAL SHELTERS SUP 
System,” “Business Organization and Management. FOR NARROW ROOF 


% 


CONTENTS FOR APRIL, 1942 




























Business Policy 
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Can We Set Standards for Reducing Chronie Absenteeism? -9 
Management in War-time... E Кб ad "m . 
oe Four. Production Committee Set-Ups ... D s 14-15 
ooo “Learn While You Work" Plan... "t ys au 16 
: Industrial Management WRITE FOR CATALOGUE N? 8.852. 
< Planning the Night Shift--2  ... s ie i 12—13 






-By Cecil Chisholm CONSTRUCTORS 


* Government Report Sets Standards for Ш-НеакЬ ... ae, d NICKEL WORKS ERDINGTON 
E^ BIRMINCHAM.24 


Office Management and Policy 





Two New Ways of Handling the Sales Ledger 2 ise 720 
Ву W. Deacon, A.C.A. Е 

Seven Methods to Help Your Salvage Problems | ... wu 20 

. Office Short Cuts : m КЕ es 

| 100 Per Cent. Space Saved by Mobile Bins 2. d 2e. 36 


` Canteens — Management, Catering, 
Equipment 


How Can I Organize a "Proper" Canteen in My Works? 24 
By Joan C.. Kerr 
Canteen Manageress, Babcock & Wilcocks, Lid. 
Budget and Costing for the Works Canteen A e. 28 
By C. G. Gardiner, | 


Managing Director, National Catering Service 





CANTEENS 
FACTORIES 
OFFICES, ETC. 
ETC. 











— Industrial Production сае 





‘Nine Tips on War-time Lighting ч! : БЕЗ e. 30! We will gladly send an expert 
1 How One Trade Solved Another's Fehime, ET e QM 4 to discuss your canteen, fac- 
МЕМ for Factory Equipment and Supplies ... 7. e. 40 tory, or office flooring prob- 






“Photographic Recording Saves Time, Money айд 


lem. . . anywhere... any 
. Mistakes" 


time, No obligation. Please 
write to m- 



















JSINESS. Published by Business Publications, Ltd., Whitefriars ii 
louse, Tallis St, London, E. C4, Tel ephone 5, | 
Su проп. Rates : .20/- а year post fre in 





The Great Metropolitan Floori 





























TO ECONOMISE IN THE USE OF 
MAN-AND WOMAN-POWER IN THE 
PRODUCTION OF YOUR OFFICE 
AND WORKS ROUTINE FORMS. 


Bevin Tells M.P.s | dod. 


By PERCY CATER, . | 
Daily. Mail Partiamentary | Ask for details of. the 


х Correspondent { 
aram ‘ai ns "met  OPEEDFEED TYPEWRITER ATTA CHMENT 
m vital contribution to or 

. |the war,” must economise in ; | 

\ Чһе use of man- and woman- AUTOGRAPHIC REGISTER 

д power. To carry us to vic- 

И tory there must be a great r — 

Пон to cut down the de- ; 

mand on human resources | : А : ae 
employing mechanical ` Continuous numerical stationery for business SS 


ppliances where possible, 1 


and by' applying science to 

the labour engaged. | EG RY LTD. 

. The warning is that of Mr. 

Ernest Bevin, Minister of, WARPLE WAY - АСТОМ 

our, and it was given to! LONDON - W3 

House of Commons last| Telegrams : Telephone : 
Egrycompak, Ealux, London | ана pun 3377 













Gives you vital information at your fingertips: 


For emergency desk tables and the busy man who has 
“to make constant reference to his files, this Shannon 
Desk-Top Filing E is a great time saver.) 
hannoblic suspended filing pr events the folders from. 
ping. under or riding up, and its split-second | 
Шу, enables clients’ and executives queries to be | 
ed in id minimum time with absolute accuracy. 
steel frame (with holder for memo slips) finished | 
olive green. 


“unit, ‘including Twenty Shannoblic Suspension Folders, post free in Gt. 
Britain only, Quarto size 37/7,  Foolscap size 42/7, including purchase tax. | 



























OMEOQNE IN THE ROOM... 
$ ogre Master. Station, giving priority automatically, puts the Managing 


for in Immediate warm and human touch, without a mouth piece, with his key 
He talks with any or all, in confidence or in committee. And they can communi- 












ME 1 cate with him or with each other .. wherever 

your FOR there is a Dictograph installation. May we 
now 1% demonstrate ? 

R! Under present conditions we can cater only for firms 

L at 108 substantially engaged on Government work. Others 

N 51 AL WAR interested are invited to send us their names for priority 

\ THE claims after the war, when the demand is sure to be well 







































in excess of the supply. xecutive". 


DICTOGRAPH TELEPHONES LIMITED == СС с 


BIRMINGHAM, BRISTOL, GLASGOW, LEEDS, MANCHESTER 
ABBEY HOUSE, WESTMINSTER, SW... (Abbey 5572/3/4) NEWCASTLE, BELFAST, CARDIFF and HUDDERSHIEI 


/ Your Index to BUSINESS EQUIPMENT, SERVICES AND SUI 
= which can be obtained through the Announcements in 
| : Advertisement Pages in this Issue 
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The back of the carbon paper is Therefore sach carbon laste longer 


Sau with a special preparation which s, gives a SHARPER IMPRESSION te 
gives it a GLOSSY WAXED SURFACE. the very end. 


e. This DOUBLES н OIH ot Ф Waxcraft Carbon paper has a met 


Я 4 smudging surface, It WILL NOT RUB 
Б NOT “TREE” OR CREASE like ршн m ува, Angare, nor wil tm 
@ it enable A MUCH HEAVIER "2:097 copy E 
Ч COATING to be placed on tha front of @ COSTS NO MORE than erdinary 
he sheet. good quality typewriter carbon. 
FREE Metis AND DETAILS FROM 


STANDARD OFFICE SUPPLIES co 


S FARRINGDON ROAD, LONDON, EC. 

















.. for safety and 
efficiency 


NE little thing has now been 
i proved to increase output. Clothe 
"the worker in a well-fitting overall 
| which ensures safety and comfort, and 
г he'll do better work and more of it. In 
"the case of female workers, this is 
;doubly true. A woman can only give of 
ér best when she looks and feels her 
est! 
"Fundamental to the efficiency and 
good looks of an overall is reliably 
shrunk cloth. Watch any man in your 
.own works who is trying to bend in 
tight, shrunken overalls and you'll see 
why his output isn't higher. See how 
his movements are restricted. His 
clothing tires him, slows him down. 


.. With * Rigmel "-Shrunk overalls the 
wearer is always well protected. The 
garment keeps its fit despite harsh and 
© frequent washings. He is less prone to 
^ accident and spoiled work. And his 
overalls have a longer life, need 
- replacing less often. 
T * | 
10% of Contractors for Denim 
cloth for the Army chose “ Rigmel " 
_ Finish in open competition.“ Rigmel ” 
- is in use on Admiralty and Royal Air 
Force cloths, by Women's Auxiliary 
Forces, by the Post Office, by hospitals, 
public institutions, transport services, 
ete. 90% of overall makers-up supply 
Вірте” оп request. Some use 
~ nothing but * Rigmel." f 

































MAKE OUTPU 


| Clothe your workers 


Rigmel “Shrunk 


: ADVERTISEMENT OF THE BRADFORD DYERS’ ASSOCIATION LTD., LONDON, BRADFORD. 









Tight overalis are impeding this man's 
movements, causing fatigue, slowing-down 
his production. Watch how they restrict 
him at knees, seat, elbow and, most of all, 
at the throat. Such an overall wears out 


quickly, soon needs replacing. 






PUT HIM INTO "RIGMEL"-SHRUNK 
OVERALLS AND SEE THE DIFFERENCE 
No strain at knees, seat, elbow and throat. . 
Smart, easy in mind and body, he works 
fast without tiring. His output will be | 
higher than before. 









Messrs. Fleming, Birkby & Goodall 
West Grove Mill, 
Halifax. 


Messrs. F. Fryer & Co., 
Orkney Street Works, 
Battersea, London, S. W.11. 


The Jayess Clothing Company Lid., 
Fourth Avenue, 
Team Valley Estate, 
Gateshead-upon- Tyne. 


Messrs. Long Brothers, 
Hyde Park Works, 
St. Johns Road, Sheffield, 2 





THESE LEADING OVERALL MAKERS . 
USE *RIGMEL "-SHRUNK CLOTH . 


Long experience has convinced them that “ 
from both workers’ and employers’ points of view. The cloth is “ Laundry-- 
tested against Shrinkage.” If vou cannot obtain “ Вірте! "-Shrunk-overalls 
from your usual sources of supply, these makers will welcome your enquiries. 


Ltd., 


NOTE : Factories can get a “ float” of coupons on application to The Board of 
Trade, Bournemouth, to facilitate bulk purchase of overalls for their workers, 


LAUNDRY-TESTED 
AGAINST SHRINKAGE 










Rigmel" is the most satisfactory 













Messrs. John Peck & Co., Ltd., 
Edge Lane, Liverpool, 13. 








Messrs. James Smith & Co. 
(Derby) Ltd. 
Drewry Lane Works, xu. 













The S.W. & W.E. Standard ; 
Manufacturing Co.; Lid, 
42, 43, 44 Bute Street, Cardiff. 










Messrs. H. Wheeler & Cos Ltd., 
107 London Road, `; 
Plaistow, London, E.13. 















MANCHESTER 










This chart shows comparative 
figures of absenteeism for t 
factories, one in t 
and. the other in 
Further particulars will be 
found overleaf and on page 14. 








Can We Set Standards 


January 


Chronic Absenteeism ? 






dered 


last. that leaky vessel, the 
Essential Works Order, is to be 
ji “patched up. Either through a 
2 aightesinz of this Order or through the 
use of.the Defence of the Realm regu- 
lations, . ‘absenteeism will become a 
unishable offence. It has taken Mr. 
nearly two years to realise what 
Lloyd George appreciated in the 
ar ina matter of weeks; 
SINESS understands that penalties 
- will be drastic. So that at least manage- 
“ment Has the authority to deal with 
unjustified absenteeism. All the reports 
we have here suggest that | only 
< authority was lacking to produce a 
. great improvement in many well: run 
“works. ў 
he stage is therefore set for a fresh 
е against absenteeism. The matter is 
t enough, for too many managements 
t to BUSINESS that there has been 
iter собол! "a during the past three 
ason. for this falling off i 
us attendance at soc тапу factories has 
“been the unusually severe winter; ’flu, 
"throat infections, colds and- rheumatic 
|. complaints have been exceptionally 
widespread. 
The second cause. is the absence of 
blitzes. The war is`no longer on the 
doorstep.. As a result, the average man 
woman, whether manager or worker, 
nger feels the urgency of the $ situ 
50 acutely, 
ds the income-tax bog 










































ses Analysed 







; through a better күч of attendance. 
in. this: i 


Remedies 


most areas many workers still. believe 
that they are being unfairly treated. 
The objection to paying tax on over- 
time is particularly strong, since the 
average worker believes that the per- 
sonal sacrifice entailed in working 
overtime should be exempted from 
taxation. Meantime, the Treasury is 
still fumbling round for a plan. The 
talks by Professor Hilton are the 
single piece of efficient. propaganda it 
has so far secured for its present 
unsatisfactory collection system. 


-The Woman Who 
Doesn't Turn Up! 


Finally, the increasing amount of 
green labour is beginning to have its 
effect on the attendance of even the 
most  old-established, well-run and 
happy organisation. 

Indeéd the new woman worker is one 
of the constant drags on total atten- 
dance figures. How many large 
factories are there that have not hun- 


: dreds of new women workers on their 


books, duly credited by the local Labour 
Exchange, who have either never 
turned up or who have done only a day's 
work? 

Clearly a mighty effort is required 
from management to improve the pre- 
sent position. With the strength and 
powers will come responsibility for 
securing a higher output from workers 


irst necessity - 































February” 


dards, At the moment they 
entirely lacking. ° 


Standards are | Needéd. | | 


First we need standards of avoi 
absenteeism | às distinct Rm 
absenteeism, 
includes, of course, ш. 
doctor’s certificate, by perm 
management, to meet а. ; 


for "Forces Le 
"casual iliness 
ficate). 

Next a distinction 
between the fate of ab 
men workers and. 
Normally the abs 
workers rans 
Further, the absen 
workers is always ¢ 
heavier than that of single. 
the pre-war worker normall 
better attendance than the rt 
employee, We need standa 
the attendance of both types. of 


Size of Works Affects 
niu 


Last, absent 
the size of the w 
work done; rat 
tion work. to 
furnace 
In a пе 
саске 





+ fe) lack of tra 
factory without: 






We scd kan i 
Finally, entirety 
and the higher rates 
make absenteeism 







new 





cing Chronic Absenteeis 






rprising number of executives 
“ask chether we cotild supply any such 


5 ; on the subject, the results of 
e un V Id in successive 

























vi pe D some pud for 
factories (200—1, 000 workers} 
work (not aircraft or shell- 
with a nucleus of old w orkers 


"production executives, 
nagers and consultants known to us 
e unanimous in agreeing our figures, 
¿based on many records, for this type 
Со work. In a well managed factory 
that total level of absenteeism should 
^not. run more than 4.5—6 per cent, 
aking an average for men and women. 
94— 95,5 per cent, of 
city is. still feasible in even an old, 
y organised concern of this type, 


Some managements have not quickly 

ised how absenteeism has been 
> during the past few. months. 
ey would have taken more 
to check it before output 
sly affected." The difficulty is 


t Wr the more difficult cases. 
irms in "bad" attendance areas which 
dispersed their old factories, taken 
or opened new works. Above are the 


(continued). 


We are at present making 


figures for a well-run concern now ton- 


trolling fifteen relatively small factories 
in five groups (150—650 workers in 
cach). (The management. reports. that 
their figures of absenteeism. аге now. 
worse than during most of last year). 





ase the management. ри 
recent rise in absentecism t 
four main causes, apart from ill-health. 
These arena 
urgency, the: influx of new women 
who are unaccustomed to factory life, 
difficulties of shopping and: the object don 
to pay income tax: : 
Very few managenients are sure just 
how much absenteeisin i is-justifiable and. 
how much is not, even allowing for the 










SUMMARY OF ABSENTEEISM BY PER CENT. BASED ON WEEK ENDING 
29th NOVEMBER, 1941. 


Female Eniployees 


Situation Male |. Female % 
Group 1 Midland vity  ... va 10% 15% озб. : 
Group 2 Large Midiand town ... 13% 23% 3014 
Group 3 "Difficult" labour area ... 156; 21% 16,554 — 
Group 4 Country she is 10% 15% 7156 
Group 5 Country 9% 16% 5000 
Average in all factories ... 12% TE 30. 95% 
The lowest level of absenteeism is large percentage of women’ workers, 
obtained in the company’s oldest inexperienced people, shopping diff- 


factories, the highest in those which it 
has most recently taken over.’ This is 
a typical situation, showing the difficulty 
in obtaining a high attendance where 
there is no tradition or personal fecling. 


Women Workers Give 
Highest Figures 


As always, highest figures for absen- 
teeis among women occur in 
factories where the number of women 
employed is less than in several of the 
others. Inevitably too, heavier work 
produces a substantial increase іп 
absenteeism among women. 

Figures for Groups 1 and 5 are good; 
the others are fairly average. 


pol о ы ыы шы MEMINI eT NR UM ÁNH ERE 
HOV ' VARYING PENALTIES MAY AFFECT AVOIDABLE ABSENTEEISM. 
COUNTRY FACTORY—220 Employees. 





b Total 
жик кй кие — "With Without (Ме. © Absentee 
Hours . Permission Permission Certificate) Hours Lost 
Adi March 11146 152 404 556 1112 
AX 100% 1.36 3.62 4.99 9,97 
25th February 10948 258 556 541 1353 
А Ё 100% 2.34 5.08 4.94 12.36 
: {8th February 10933 328 418 418 1164 
КЕ 1007. 3.00 3.82 3.82 1053 
11th: Februa: 11660 280 446 589 5 
eu 7 100% 2.40 3.83 5.05 11.28 
Uo4«th February |... 10995 171 375 646 1192 
i à 100% 1.56 3.41 5.87 1035 
28th ar 11274 222 275 646 
eo 100% 1.97 2.44 5.73 n 
- 21st Jan 11167 259 408 674 
у шы 100% 2.32 3.65 FU d 
14th 10941 294 333 
; 7th 10682 223 
: ud 100% 2.09 2.63 2.73 7.445 
Weekly average of absenteeism without permission ... s. 0,2949. 
E s TOWN FACTORY—750. Employees A РУ 
to 4f Februa ge ous aie 385 
oai 55 jid i 100% 2.68 1.78 4.78 9.24 
«4th Februar 38958 594 745 2008 3347 
ышы ^а : , 100% 1.52 1.91 5.15 8.59 
28th. January 30802 819 699 2278 3796 
E 100e E 
2156 January . 30291 
st January - 100% 
14th January 3826 
І 100% 


7 January 






culties and so on. 

Below is the best analysis we have 
seen. It was compiled by the Personnel 
Section of a Midland firm of тейит. 
size (с. 1,000 workers), with very: 
modern plant. 


management methods, old enough to 
have a fine tradition and closest. possible 
relationship with its-old workers. 

These figures show a higher level of 


absenteeism among the men who have у 


joined since the war: "Notice that the 
is also more certified 
the new war-time workers 
suggests poorer physique. 


ABSENTEEISM FIGURES— 


illness among” 
which 








PRE-WAR and WAR-TIME : 
ENGAGEMENTS, m 
, Employees! oo Employees Б 
Engaged». Engaged during Ты 
: Pre-war--4 War-time—9, " 
MALE. TAPRDT 
Certified Шпеѕѕ 1.62 60.5: 2.08 48 
Casual Iliness ... 0.48 18. .1.43 33 
Iliness at home 008 .3. 044 3 
Forces Leave ... 0.02 5 0.02 5 
Unofficial 
Holiday ... 011 4 .023 5 
Domestic Reasons - 0.21. 8. 0.07 
Medical Exams. З 
| & Enlistment 0.01 5 0.03 in 
Miscellaneous ... 014 55 0.35 8 . 
2.67 100.00 4.35 100.00 





FEMA : 


Emplàyees' Employees’ 
. Engaged “Engaged during 
Pre-war-" War-time—®,, 
Certified Iliness 7.06- 66 2.89 37 
Casual Шаеѕѕ ... 1.16 11 1.95 uin 
. Illness at home 0.16 1 0.67 9 
Forces’ Leave ... 0.99 9 093 1 
Unofficial Holiday 0.29 3 0.31: 4- 
Domestic Reasons 0.57 5 0,46 6 
Medical Exams. : 
6 Enlistment 0.06 1 0.02 0 
Miscellaneous ... 0.46 4 052 7 





ae 75 100.00. 7.75 100.00 | 


The total for pre-war women. workers is. vitia ated 
by the fact that several оС еве ‘happened to. be 
away for exceptionally -long periods owing to 
illness. Notice that the new war-time: women 
workers, like. the. men, have. more оа illness 
and illness at home than t 1010; ‘workers, . 


(Concluded оп page 









down: to: 





lack of the sense of © 


This concern is young. = 
enough to be extremely modern in its 





Bees 
12. 





























gainst Slackers 
Begins 


IHE new drive to reduce absenteeism 
“looks like netting results this time. 
.Apart from the strengthening of the 
Essential Works Order (with or without 
the assistance of the Defence of the Realm 
regulations) other methods are to be used 
by the. Ministry and employers, ` 

Ministry of Labout’s Labour Supply 
Officers are doing a lot of weeding out 
in their present tour of the aircraft 
factories. In particular they are combing 
out non-essential workers, attempting to 
¿+ replace skilled operators Where possible 
by unskilled, men by women. In many 
“instances men who refuse to do overtime 
"or are continually absent without due cause 
^shave been weeded out. One factory in 

“the London area has stood off 400 
workers in a single fortnight. 

OO At the same time unpunctuality is 
viworrying many managers, Indeed I have 

had several jas and telephone calls 
on this subject. 

A number of remedies were cited by 
Miss Winifred Raphael in Business for 
May, 1941, These included the interviewing 
of frequent transgressors, introduction of 
Short double shifts, appeals to the workers, 
ete us 





There is also the legal penalty which 
,most employers are reluctant to use. I 
notice, however, that on 24th February, 
: f £6 in one case and £4 in another 
mposed in a West Midlands court 
On two factory workers summoned under 
> the Essential, Works Order for being late 
, for work. “In one case it was stated that 


., defendant had asked to leave his job as 


it was too hard, but had been refused, 
As a last resource this method may 
have to be more widely used. 


7 Dock Discipline—Plus 
Loud Speakers 






R GIBSON JARVIE has shown that 
AVM the тап with drive and enthusiasm 
‘who: knows nothing about the job can do 
wonders in dealing with people. А fort- 
night ago Mr. Jarvie “instituted his 
22 “Dockers? Week" at the Liverpool docks, 
“of which this banker is Regional Director. 
The aim of the week was the working 
jf more hours, the employing of more 
‘hands to meet the urgent need for shipping 
ace, Mr, Jarvie sent a loudspeaker lorry 
hrough the docks and himself went 
He challenged any dock worker 
sk him' any question he liked. (He 
* dubbed his lorry the “Brains Trust on 
· Wheels.”). 














-single man failed. to turn up to his yard 
for. the first time in history). ‘At the 
ame time it gave Gibson Jarvie an oppor- 
O.fest his organisation for weak- 









108, per.day 
е, „ у 
208, GE ques 


UE. Ж RH 













of his man te, 
Jarvie ha ays been a disc 
Workers have attended- ba. 
been either suspended or s 
pool Some of the quest 
point of this. “Jarvie’s reply was to leave 
the discipline of the port in the hands ої 
the workers -£or the week commencing 
March goth: The men themselves must 
deal with thé slackers, In return^dockers 
will be able to work for the employers 
they wish, although still officially employed 
and paid by the Ministry of War Trans- 
port. So successful have these direct 
employment schemes at Liverpool and 
London been that I learn thaq the National 
Dock Labour Corporation has been formed 
which will employ labour direct in most 
Of the other docks at 5s. an hour. 

It can certainly be claimed that by such 
methods the Ministry of War Transport 
have reformed апі  revitalised dock 
management. - н 


Income Тах Muddle 
Lord Perry’s Views 


Now in spH 





HE Treasury is apparently stil 
without'any clear ideas as to how to 
collect the worker's income-tax from his 
weekly wage. Meantime the. Bootle scheme 
outlined in Bustness last month has proved 
a tremendous success. Опе ‘of the firm's 
executives tells. me that the first month's 
working has resulted in a speed-up of pro- 
duction by 30 per cent. 5,000 more pro- 
duction hours have been worked and 
output costs have been lowered. It will 


be remembered that under this scheme the 7 


firm advances employees’ total income-tax 
liabilities. and takes repayment from 
weekly -earnings over the year. The 
employee is also assisted by the accoun- 
tants in making up his returns so that he 
can be sure of reliefs due being claimed. 
'The factory rate per week for the average 
worker has proved to be less than 3s. od. 
in the £, It will be remembered. that the 
fundamental of the scheme was the 
promise by the workers of maintaining 
output and keeping absenteeism low. 
Failing this the scheme. was to be with- 
drawn. Here is a useful combination of 
service to the worker with service from 
the worker and incidentally the strain of 
management in this concern must have 
been considerably. reduced. Obviously the 
scheme is practicable to any management 
which can undertake the necessary financial 
responsibility and do the necessary work 
in assisting émployees with their returns. 

Meantime Lord Perry has püt up an 
extremely sensible, simple and practical 
scheme, . Why not. collect. income-tax in 
precisely the same way as we now collect 
premiums for unemployment, health and 
pensions insurance from the workers’ 
wages? In. other words why. not use 
stamps, attached weekly to. cards, the 
money :being- paid at source from the 
worker's wéekly wage. sem эл 

No worker receiving less than 10s. per 
day (£125 per year of 250 working. days) 
would be.tax: free. The minimum tax 
should be collected by all employers in 
this маус = : 






. Re-Sharpened _ 
ORKERS at a Birmingham war 
factory arrived to find. t 
workshops liberally plastere у 
proverbs—proverbs they have kno 
since childhood, But the proverbs. 
taken on a wartime air... . i 
Most prominent of them was the old | - 
| adage. S 
| “Absence makes...” no, not "t 
| heart grow fonder," but— VE | 
“ABSENCE MAKES THE WAF 
LAST LONGER.” E 
е tively near the time clocks | 
M the йере " Better late than | 
never—but ru 
"BETTER NEVER LATE." 


Not far from the entrance ar 
words : Е. 

“А stitch in time. saves ni 
7.30 on time saves a hitch . . 

All this is part of a schem 
and reduce absenteeism and bad time- 
keeping. | : 


— —— 






































































Obviously if a worker was а 
for a period he would overpay hi 
tax, In such а сазе the wor 
a claim on the Inlan 
appropriate refund. I dna: 
workers would accumulate just such а п 
egg as is so popular in the "Divi" sc 
of the co-ops. 


Shopping Problems 
War Workers 


Г anything, the shopping рг 
the women workers c 

rather than less acute with 
rationing. The simplest solutior 
shops in the locality to open i 
or rather later in the evenings, It 
amazing how many traders object to this 

system. However, Birmingham, Рой. 
mouth, Chatham and Aylesbury are al 

operating or about fo oper: ich 
schemes. Other traders have refused t 
do anything of the sort. Perhaps the p 
is taken by the Chamber of Trade 
Farnham (Surrey), These — gent 

informed Messrs, Crosbie, a big local 
cern on war work, thal. they had. found 





from experience that the presen 
of hours. was best for the shop. 
health. 
The shopping difficulties of 
women are so acute that legis! 
required to-force such truculent traders 
associations into line, ; The Bri shop 
keeper is probably the only member of the 
community who is not content to lunch on 
a sandwich these days and the. quicker he 
is brought to realise this the better. 
Factory directors will do well to: put 
their case clearly in the local newspaper 
and at their local rotary club and associ- 
ation meetings, Then they will find public 
opinion behind: them if the case is pushed, 


married 





WING to pressure on our. 6 ace ve 
have been compelled to omit 
of Trade" from: this issue. This 
feature will be resumed in our 
—the ^Battledress" issue 







CECIL CHISHOLM’ 






ative 
hree-shift 


benefits of two-and 
systems continue to 
arouse acute controversy. Тһе 
ing points were made by one 
al consultant im favour of the 
two-shift system in his experience. 
(а) The worker prefers à 5-day week 
“of 1t hours giving 525 hours nett 
Mper2week, because: he has a real 
rest -at the week-end. 

Y- The worker feels that under this 
scheme he is being paid for the 
2 hours per day overtime he is 
. working. If he works 6 days 
са week, he may get no overtime. 














about 
; he doesn't 
This’ typist isn't 
So bo walks - round 
ше tò this man and that 
man.. In fact a holiday atmos- 
“phere is generated, 
jn a large works, nothing will 
prevent . the | foremen 
coming 
"whereby half of them are off. 
dM the fóremen are paid overtime 
or a special rate then they will 
deliberately arrange for work on 
- Saturday afternoon, and there is 
no method of preventing this. 

















“Long: Hours Suit Physically Fit 
С Staff But Not Others 


“The fact seems to be that for the 
worker with fine physique and con- 
siderable nervous energy, the long 
\-Чау. shift is considerably more 
tractive than the shorter 6-day shift, 
But for the worker with less stamina, 
the [1-hour shift is too long. 
Consequently, the 11-hour shift is 
not suited to any but light repetition, 
process, machine minding and similar 
"work. But we can scarcely expect the 
vocates of either system to admit so 
much. 







xtra Incentives May 
Improve Output 





Ме saw Tast month that in the United 
“States as. here; extra incentives were 
required apart from the night rate of 
time and.a quarter. that-country 
ossible 1 ге has been tried, 
y of е night 

















from | 
to а private agreement 





E for amusement ir 


_ Me hods | 


r us. Three ‘Shift Systems 


s in 86 17.5. Factories 


Extra. Incentive 
Number of 


Plants. 
No financial incentives .. 32 
Extra incentives, not specified ... 3 
Extra incentives to a limited group 2 
One or two hours extra pay : 
One to two cents extra hourly and 
10% merit bonus (5% days). 
Two and one-half cents hourly extra. 
Three. cents hourly extra 5 
Four cents hourly extra 
Eight cents hourly extra 
Five. per cent. extra ... 
Five per cent. extra on 2nd shift, 
10-per cent. on 3га shift 
Ten per cent, extra ... Las is 
Fifteen per cent. extra ê .. 1 
Fifteen per cent. extra on 3rd shift.. 1 
Twenty рег cent. extra on 3rd shift? 1 
Ten per cent. extra on 2nd shift, 20 
per cent. on 3rd shift " 
Two dollars per week extra . 


ҺӘ NN) e 
« 


‘Two to five dollars per week extra, 


according to position 
Five dollars per week extra ... 


8l —- 


8, Most of the plants included were printing 
plants whose employees received $3 weekly over 
the day-workers’ scale and were on duty 4 
hours less per week. 

7, Given because these employees work only 6 
hours per night. 


on outdoor sports, а dew people who 
wish to. avoid domestic (Raton and 
women who naturally.-prefer to: work 
on the night shift if their. husbands 
are doing so, in order to ease house-; 
keeping difficulties. 

Having considered the wage payment 
problems. we may turn to the staff 
question. Willy nilly «most «concerns 
are compelled to work much smaller 
night shifts than. day. shifts simply on 
account of the shortage of workers. 
There are many large employers: who 
could employ many more people on 
night shift. But the reluctance of their 
people to take up night work prevents 
this. The annoying thing is that in 
many cases additional people can be 
found for the day shift to take, the 
place of those going on night work, so 
that the total output of such firms 
could be easily increased, if more people 
would tackle night work... 

In the last war it will he emem 
that the workers had no choice. 
a foreman. wanted 100. more workers. 
for the night shift, he could simply take 
them from. the day -shift and new 
recruits as required. The-worker could. 
appeal against night work and where: 
there were obvious serious domestic or 
other difficulties. he would be excused. 
Rut in nine cases out of ten there was 
no serious obstacle. 

















|J ACCIDENT FREQUENCY, DAY AND NIGHT 














FORCES, BY INDUSTRIES | 
Number Frequency Rates DOE n 
Occupation of Plants Per 1,000,000 Per Gent. Difference. 
Hours of Exposure : Py 
Day Night a 
Mining, blast furnaces, | 
steel works ... 92 64 170 9 greater at night 
Chemical Industries 31 17 28 65 3» ep SD 
Machine building, tools, 
etc. ... 14 33 70 112 BOBO 4» n 
By-products from. timber 50 30 24 20 les „ p : 
Food products 18. 17 11 35 "TE 
Metal working .. 15 60 36 40 » u.c 
Quarrying & excavations 50054 28. 14 50 RU Pak ear 
Paper making ... fa 9 3L ^11- 65- eo 
Total 283 54 . 60 11 greater at night 





Other incentives, apart from wages, 
can be given to a night shift. Cocoa, 
coffee or a light meal can be provided 
free. Transport can be provided free. 

Nothing that can be done, however, 
ever makes the night shift as popular 
as the day shift. 

Hours may be slightly shorter; pay 
may be as much as 33-1 /3-40 per cent. 
higher: extra privileges, may be 
‘enjoyed; more time may be available 
the fresh air; but the 

















This is one of the most obvious of. 
the weak spots in that leaky vessel; the: ~ 
Essential.-Works Order. Until that 
Order is tightened up, it is hopeless to. 
expect maximum production from many”, 
of the largest plants of this country, 
because that production. is obviously: 
dependent on.as large a night shift or. 
shifts as possible. 

No one pretends that night. work is 
pleasant. But under good. d | 
it is quite endurable,~ Significa 
that i in peace time à 



































о allowed himself time to 
nie accustomed to the new domestic 
arrangements. would usually stand up to 
night work for a year or two. 
This is. the point to consider the 
human side of the night shift, Welfare 
problems are innumerable. 
.. The canteen is one of the first diffi- 
. culties. Too often a canteen that is 
“run with a complete staff in day-time 
218 left to the tender mercies of some 
“not-too-efficient youngster at night. 
‘Actually food is much more important 
to the night shift than to the day shift. 
“TP over 100 workers are being employed, 
“an experienced cook should be in 
seharge of the preparation of the meal. 
“Food: hotted up on the best of hot 
plates is unsatisfactory. On the other 
апа, hot plates are just as necessary 
“by night. as by day. Indeed more so 
because, i in winter especially, shops seem 


iculties 


lation. Very-often the difficulty can be 
counteracted at a relatively small cost 
if the shops concerned are carefully 
studied by a heating and ventilating 
engineer. 
Lavatory accommodation usually 

offers little trouble on the night shift 
because fewer people are working than 


on day. 
- Night Work Means 
Accidents 
Where a considerable number oí 


people are working a first aid service 
is just as necessary as on the day shift. 

Many employers who start a night 
shift are astonished at the number of 
accidents that occur. But this has been 
the experience for a century. Even in 
steel making, the chemical | industry, 
paper and printing, where night shifts 
are part of the routine, the trouble is 
experienced, 

The best survey of this problem was 









THREE SHIFTS 


er Working Day (8 hours) 
yer Absenteeism (on test) 
. 168 hour week possible 


Rotation of individual worker's 
. shifts easier 
Better health of Worker claimed 


у. 


О ОК ТНКЕЕ SHIFTS: PROS AND CONS 


TWO SHIFTS 


Better rest at Weekend 
Payment for Overtime 
No holiday spirit on 
Saturday afternoon 
All foremen on duty 


No unnecessary overtime 





солее colder with every hour of the 
зачеће. * 
vos c Lighting—V entilation 
x Lighting for the night shift also 
demands more attention than it often 
gets. To day, thanks to the black out, a 
great deal of.the poor lighting.that-was 
common has been remedied, The danger 
now 1s that not enough trouble is taken 
see. that the light is locked at 
This point should be'con- 
vatched a an executive, `: 






ation ee ta some “steel 
works the. management have now 
erected cool-air ducts above the workers 
ste protect them from the high tempera- 
generated by all night work. In 
"factory it will-be found that more 
-rather than less. heating is required at 
night than during the day. 

: "Thanks to the blackout, too, the 
Problem of stale air has been acute. 
P rtunately, enormous improvements 
have bee made-in the matter of venti- 


ha Hight canteen is recommended. 
у ^ by Inez Holden «John 
“de is: extremely good опа workers 
n a smal old-fashioned | “fir 












made some years ago by a German 
scientist in 283 plants in the Düsseldort 
district. Everyone will admit that the 
German worker is most highly trained 
and cautious to a degree; yet the follow- 
ing table shows an average of 11 per 


cent. more accidents by night than by , 


day, Notice the high incidence of 


` accidents (112 per cent rise) in-machine 


building, tool making, etc. Yet тапу 
of the-industries cited must have used 
permanent night shifts. 

"What Is. Remedy? 

What is the remedy? I think it is 
agreed that there is no single remedy. 
The widest possible use of guards, the 
enclosing of cutting parts are the first 
step. Provision of а good hot meal 
about the middle of the shift is the 
second. The writer has. seen this with 
newspaper lino-type operators, whose 
rate of error is largely dependent on 
the condition of their eyes. 

Equally important is the question of 
transport to and from the night shift, 
and it is often. worth while to adjust 
Lo shift to suit 
transport in th One of 


















diy, the man will be chosen 
for his organisation ability but i 
he doesn’t mind cutting a bit ji 
when necessary. у 

When. complaints. are reported, de x 
chief storekeeper will leave a no 
the new assistant to see him, 1) 
bably he will ask the наа 
wait until he comes in possib 
9 am, in the morning. . Ti 
that the man who has 
night, will be kicking his 

d hungry for a 
before he sees his foreman. V 
sees him he wil be surly, tired , 
bad tempered. f 

In dealing with the shortage the fore. 
man will explain that the’ storekee; : 
must organise his time better, The 
is a complaint that he was not 
found at the oil stores. at any time 
during the night. — 

"You have got to do a bit of. 
ing,” the foreman will say, here 
is your organising ability? You will 
have to open the main stores from. 8— 
10 and 2—4, the oil stores from 10-12, 
the material stores from. 4-—6, 

Next night at 10.15 an operator 
run out of hexagon bars. He will 
told that he must wait until 2 
main stores to open. Result is a further 
reduction in output. . Ж 

The only possible remedy, of c 
is to have two storekeepers on th: 
one of them a really capable and. 
perienced. man, А 































































Incidentally every attention 
be made to see that the shelter 
shelter roads have emergency 
Further, tin hats should be pro 
every worker in case-of blitzes, 

W here women- are on п the night 


supery isor. 


Supply ‘Problems Vital- 
at Night 


















are acute. "Toe: fien. suf 
and care is not given to plani 
meet the many supply pro 
involved, Let me mention just a few. 
of them. 

The flow of materials must be main- 
tained. on thé same scale for each, 
machine used as on the day shift, jt 
is this flow. of materials which often 
limits the night shifts output in the 
first instance. 

A great deal more electricity. 
must -be used. For this purpose 
contracts must b 
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(concld.) 


"ABSENTEEISM AMONG SINGLE AND 






ES MARRIED WOMEN, 
“Certified Шпеѕѕ 3.25 48 493 45 
"Casual Hiness ...^ 1.60. 23 1.97 18 

Illness at home... 051 8 0.58 5 
Forces Leave 33: 4. 1854 17 
ia 45 029 1 

25 0.86 9 

- Enlistment: 1 00 0 
“Miscellaneous. ... 0.50. 8 052 5 





“6.81 100.0 10.99 100.00 





oo The. higher rate of absence among married 
“women is partly due to relatives on Forces 
leave and to domestie reasons (Le. 26%). 


~~ How Much Can We Avoid? 












< How much of even this exceptionally 
“low absenteeism.is avoidable? Clearly 
certified illness is unavoidable to 100 
"per cent. .The same may be said of 
Forces leave and medical examination. 
25 per cent, of the casual absence and 
illness at home is unavoidable, we find 
"that avoidable absence works out at 


© women, an average of 2.13 per cent. 

7Тһеѕе records were obtained by inter- 

"viewing every worker who was absent 

jetween July Ist and December 31st, 

1941. The interview was. made certain 

by the removal of the worker’s card 

“from the clock rack to the Personnel 

Office, from which the worker had to 

obtain it before clocking on again for 

work. As a result of these interviews, 

“absenteeism among women was reduced 
by 14 per cent, among men by 9 per 
cent. 

‚ ^ Here is a simple method for reducing 
absenteeism which might well be widely 
followed, since it has brought such 
definite results in a case where atten- 

= dance was already good. 





Two Factories Compared 


“> “Next det us look at the case of a 
couple of factories, town and country, 
< less new, less old-established, with some 
“heavier operations, where the wages 
Systems differ, although the methods of 
“management аге the same. Тп the town 
factory. payment is by fixed rates plus 
“bonus; in the country factory payment 
is.atstraight piecework rates. 
ct Superficially the rates of absenteeism 
аге almost identical. The difference 
is 1 per cent. | 
But notice that the rate of avoidable 
absenteeism is upwards of 50 per cent. 
“higher in the country than in the town 
factory. "Yet transport is more difficult 
voor workers in the town factory. 
"The significant fact is that absen- 
<= teeism without cause. is punished by a 
"réduction. in the percentage of. bonus 
in the town factory whereas the fore 

















man merely stands off a consistent 


. absentee. fora day or couple of days 
in the country factory. (A quite popular - 


; form. of holiday). ; 





* Old Firms & New | 


113 per cent. for men and 3.03 for . 






workers not ex 


* Volüntary Discipline 
* Wages | 
е Decisive R.O.F. 


Scheme 


ETAILS are still lacking of the 

"agreed" basis for Works Pro- 

duction Councils which, as 
Bustness anounced last month, are 
being discussed by a number of leading 
executives. Meanwhile, the Govern- 
ment has laid down a framework for 
the Councils (Joint Production Consul- 
tative and Advisory Committees) 
which are to be set up in all Royal 
Ordnance Factories. 

Organised labour is pressing for the 
widest possible establishment of these 
conditions on “regional” grounds and 
appears to have forgotten the objec- 


tions which earlier were raised so 
strongly. 
Meanwhile, the average manufac- 


turer is still weighing the pros and 
cons of the question. 

Here are a number of divergent 
views and several alternative set-ups 
for a works committee. It seems 
definite: that some such organisation 
will ultimately be adopted in most 
manufacturing establishments, but at 
the moment what is wanted is a 
definite lead. 


There is a wide difference of opitiion 
among executives as to the utility. of 
Joint Works Committees and, if this 
bé granted, of. the technique for 
operating them... 

Roughly speaking it will usually be 
found that a Works Committee does 
its job with far less friction in an old- 


established business than in a new. To. . 


begin with the people, shop stewards, 
managers and 
another intimately. 


There. is "some 


allowance made for individual tempera- 


ments at the meetings. 
Further, in an old-established busi- 
ness everybody is familiar ‘with the 
plant, the material, the progressing and 
inspection departments, the  main- 
tenance difficulties, and so on. 


Committees Solve 
Small. Grievances 


On the other hand, there are certain 
young executives: who ‘maintain that a 
Works Committee has’ been. of. the 
greatest assistance to them in getting 
people to know опе another, in 
avoiding the generation of grievances, 
in getting quick action without bottle- 
necks and other production difficulties. 
Equally they claim it serves to cure 
resentment brought by. faults . in 
working conditions ranging from 
temperature to tepid soup at the can- 
teen, from the using of the night shift’s 


overalls by the day shift and consistent ots 


errors in pay packets. 








SUGGESTED LAYOUT FOR è > 


R.O. 


1 Тһе object of the Committee is to 

establish a consultative and advisory 
Committee for the regular exchange of 
views between the Management and the 
Workers on matters relating to the improve- 
ment of production and to increase efficiency 
for this purpose. 


1» The functions of the Committee shall 

be to consult and advise on matters 
relating to production and increased 
efficiency in order that maximum output 
may be obtained from the factory. 
Suggested topics, for discussion are maxi- 


mum utilisation of existing machinery; 
upkeep of fixtures, jigs, tools and gauges; _. 
improvement in methods. of production; 
efficient use of the maximum. number of 


productive hours; elimination of defective 
work and waste; efficient use of material 
supplies and efficient use of safety pre- 
cautions and devices. 


3 The Committee shall not discuss 

matters such as wages, and like sub- 
jects, such as are normally dealt with by 
the approved machinery of negotiation and 
discussion. 


4 Apart from and in addition to the 

Superintendent of the Establishment 
who shall be ex-officio Chairman, the 
representatives of the mánagement shall not 


exceed ten, and shall be nominated by the 


Superintendent. . Representatives of the 


number shall 








directors - know. опе. 


& 


FACTORY COMMITT EE a 


be elected by ballot conducted by the Trade ` 


Unions concerned. 


{5 АП organised workers, male’ and 

female, with not: less than twelve 
months service at the Royal Ordnance 
Factory concerned shall be eligible for 
election. All workers, male and. female, 


employed at the Royal Ordnance Factory pur 


concerned. shall be eligible: to. vote: 


“March, 1942. I VEU LUN 
@ The number on each side of the Com- 
` mittee shall Бе е 
ex-officio chairman. ў 
© The Management and the Workers’ 
sides of the Committee shall each 


Ф The first election will take place during 





equal, apart from the. < 


appoint a Secretary from its геѕресіуе 


Secretaries, . 


members of the Committee to act as Joint 








Ф Regular meetings of the Committee. 


shall be held fortnightly or as may b 
required ordinarily during working "ours. 


Management and workers’ sides shall meet | 


weekly as required to discuss matters ‘for 


reference to. the joint body. Details of © 


such matters to be delivered within 24 
hours to the secretary of the other side, 
10 In cases of urgency. or emergency, 
special meetings оЁ the. Committee 
may be held. ' Jha! xw 
X41 Тһе Joint Secretaries shall. prepare 
and issue minutes of its proceedings 
to all members, ^ Ue p 




















This Сашай Cures 
` Absenteeism 








тке concern, operating about 
- factories, there is a Works 
писе in one factory only. This is 
called the Works Welfare Committee. 
- [t includes the general manager, the 
“welfare supervisor and six represen- 
tatives elected by the work people. of 
whom one at present happens to Бе а 
woman. 

This Committee deals with hours, 
pay, holidays, fire watching, medical 
questions, conditions of work and the 
canteen. It has been of tremendous 
help on fire watching. Its members 
“have not merely shown the most prac- 
¿tical ways of arranging the rota and 
duties in many cases, discovered the 
c danger points. in the factory, but they 
have also been invaluable in seeing that 
the rotas are strictly adhered to. 
“Incidentally this Committee really 
controls the absenteeism problem for 
its works. Consistent absentees (without 
“a medical certificate or permission) go 
before this Committee and may be 
sharply reprimanded. 

Where a reprimand has no effect the 
er. is. шош М пон i his pec A 









ied there is also a Pro- 
Committee for new jobs of a 
| unusual nature. This consists of 
the general manager, works manager 
гапа all foremen and charge hands who 
may be tackling new jobs, The Com- 
mittee, meets on Monday morning at 
7.30 a.m. This is found to save endless 
time. because the Committee gets its 
г work done before phones start to ring, 
before queries start to arise; in a word 
when no interruptions are possible. 


-Layout for a Glassworks  . 
Should Wages Be Included? 


This council is created to “establish 
and maintain such conditions as shall 
“be suitable as between employer and 
employed in regard to wages, hours and 

working conditions of work people. .. 

represented by the National Union of 

General and Municipal Workers. To 
‘consider measures for securing the 

speedy settlement of disputes . . . and 

for encouraging the inclusion of work- 
people in their ‘recognised Association. 

To encourage research into manufac- 
‘turing processes ... . and new products, 
¿inventions and improvements іп 
‘machinery and methods and to safe- 

guard the rights of the authors." 





Chocolate Firm's Discipline System 


“There is a tendency for the Works 
Council to share with Management cer- 
- tain branches of factory administration 
ch have: hitherto been regarded in 
| as duties and functions. of 







management only, -for example, the 
making and_revision of works rules. 

"The establishment of Discipline 
Tribunals on which workers are repre- 
sented is an instance of this trend. 

*On the men's side a Discipline Tri- 
bunal, consisting of three management 
and three workers’ representatives, 
deals with cases of theft, pilfering, mis- 
conduct, and breaches of works rules 

. punishment is determined by the 
Tribunal. 

"A minor tribunal deals with such 
breaches of discipline as smoking in 
the works and certain first offences. 

“A Junior Discipline Tribunal, con- 
sisting of two management represen- 
tatives- and two youths, deals with 
minor cases of misdemeanour among 
the boys. 

“A scheme has been approved where- 
by the Shop Committees have a voice in 
the disciplinary arrangements in the 
various departments. 

"The Women's Discipline. Tribunal 
consists of two Directors and two 
workers, one a Council member and one 
other worker from the department con- 
cerned (there being a regular discipline 
representative in each department). 
The Women’s Tribunal meets monthly, 
and, as in the case of the men’s, every 
opportunity for defence is given the 
misdemeanant.” 


Labour’s Support for 
Committees 


“New Propellor’ reports shop 
stewards’ meetings at Cardiff, Coventry, 
Dartmouth, Worcester and Southall, 
where demands for active Works Com- 
mittees have been made. Space is also 
given to cases of alleged “Window 
Dressing,” but not in factories where 
committees are functioning. In one 
works the bench staff has asked for the 
co-option of representatives of the 
technical and clerical grades to the 
works committee. 





CORRECTION 


"The Editor. 


Sir, 
In order to prevent misconception may I make 
two corrections to the reference to this Company's 


Joint Works Council on page 8 of your March 
issue. 
1. The idea of a joint consultative body 


originated with myself so long ago as 1987; 
it was after the failure of my second 
abortive attempt to get started "that the 
representatives of organised labour in the 
Works invited me to make a third attempt. 

2. The opposition of the A.E.U. to the scheme 

of June, 1941, was never withdrawn, The 
scheme now in ' operation, which is summarised 
at the foot of your page 8, differs in 
certain essentials from the June scheme, and 
has never been opposed, either by the A.E.U. 
or the T.G. WU, the. two Unions principally 
concerned, 

1 am very glad to pay amy tribute to the 
loyal way in which the representatives in our 
‘Works of both Unions are co-operating to main- 
tain the undoubted suecess of the Joint Works 


Council, 
ANLEY. “WALPOLE, 
(Masson Seeley 
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(Continued Fom page 
reer storing space w in ber 


io cope EA ihe. 
larger work and p 
required beeausée a 
centage of stores wi 
cach ‘shop with a nigh 

The success or failure of 
shift depends finally on the pla 
and supervision, Indeed Í have r 
under-stressed the: possibilitie 
night shift in attempting to 
main problems wh 1 
difficult. . In fact I have known 
instances where 
stantly beaten th 
To some of us th 
but there are-records 
fact. 3 












































A 1914-18 Recor 


In one case the Managing Director 
of the company himself took over’ 
the day shift, leaving the night shift 
to his Production. Director. <y 
had formerly been concerned. s 
with day work, This large concert 
most records on .the output for 
particular shell concerned. 
Works Director's : 
Managing Ditector’s day i 
stantly day in, day. out, for 
months. 

How was it done? 

“One сап concentrate on outp 
better at night. No telephone 
conferences, no suppliers’ calls 
queries, less noise, less chattér. Tt 
done purely by the workers’ enthus 
for the job,” this executive told 
“They saw that one of the boss 
on the job with them every minute. . 
saw.that shortages were reduced to: 
absolute minimum that was pos 
Where a shortage simply could n 
avoided, І generally devised a way out, 
if necessary having the operation done 
by hand. А 


Do Foremen Remember? 


“I hed an adequate force of tool 
setters. So often the process on the 
night shift is this. The works manager 
says to the foreman of the shift--d 
want 50. people on night shiff next 
week. Will you select your people and 
advise me? 

"When the list is handed to the works 
manager he finds that instead of seven 
tool setters there is gding to be one: 

“The foreman explains that this is - 
sufficient “We shall leave the 
He 
day time most of 
But 








all 
machines ready set up’ he says. 
forgets that in the 
the machines are already sét-up. 
seven skilled tool setters are required 


to keep things going, 

troubles. 

“Here is one of the surest meth | of 

reducing the output of the nigh 
(Concluded on page 


to look after 














HE emergencies of war have 
“completely altered the production 
eos “plans of many companies. They 
have found that the labour available to 
meet new and pressing needs could be 
classified under three heads: 
: Existing labour that could be up- 
‘graded, ` 
(2) Labour on non-essential work 
that could be transferred to war work. 
©. (3) "Green labour" that had not been 
¿previously engaged on production. 
Classes (1) and (2) have not gener- 
ally. caused undue difficulty and a con- 
siderable. switch over of jobs was made 
possible by promotion. and- transfer. 
oThe-remaining «class (3), presented 
considerably more difficulties, particu- 
п Латіу with regard to instruction and 
training. 
coo he ever-increasing етапі for 
speed-up in production does not permit 
the leisurely training of new recruits 
in the old apprenticeship style. That 
‘method in any case is largely ruled out, 
even. in a greatly abridged form, 
because the newcomers are not boys 
but adults, for the most part women. 
-For one thing, it is definitely essential 
7710 have consistency in both matter and 
method among all concerned in giving 
instruction, Nothing is more detri- 
;, mental than new operatives receiving 
„оне set of instructions from the training 
department and being given contra- 
dictory instructions when they are 
ansferred to the actual production 


Value of. the Personal Touch 


.To.overcome this problem and to 
ensure that new workers do take a 
“personal interest in their new job a 
 nümber of factories have combined to 








Learn” booklets. These form an illus 
(d. course covering various aspects 





eir firm's training schemes. — 

































prepare a series of "Help Yourself.to. 








Green Labour’s Place in Industry 


-> Tt ds not suggested that there is 
anything original in the contents of 
these booklets, in which the Ministry 
of Labour and National Service has 
offered valuable assistance. But the 
manner in which the information is 
presented makes these booklets of 
special value and interest. They 
represent the combined knowledge of 
many people—of management, super- 
visors, foremen, inspectors, time study 
engineers, charge-hands and so forth. 
What they have achieved can be copied 
by other firms facing the same pro- 
blems. 


Simple Training 


Succeeding paragraphs then take 
the various processes one by one and 
describe them simply and helpfully, so 
that the newcomer soon has an 
intelligent idea of what she has to do 
and of the proper use of the respective 
tools. 

A typical description is the following, 
which refers to pliers: 

There are various types of pliers and 
probably that is why they are known by 
other names such as pincers, snips, etc. 
Each type is intended for one or more 
special kinds of work, but they are all 
used in a somewhat similar manner, by 
holding them just as you would hold a 
pair of nutcrackers, 

"One type is used for cutting wire 
and therefore has two sharp edges like 
a pair of scissors, except that they are 
very short edges. You must see that 
these edges are sharp in order that they 
will cut the wire and not bruise or 
damage it," and so on. 

The concluding paragraphs of the 
booklet give some useful hints on 
working efficiency, such as avoiding 
unnecessary movements by having parts 
and tools positioned within easy reach, 


FIVE METHODS OF 
MEETING CALL-UP 


OOLLEN manufacturers outline 

the five methods they have 

adopted to solve the office problems 

caused by the call-up of women between 
20 and 30. 

(1) Engagement of older clerical 
staff which has. been going on for 
some time, 

(2) Training all availablé juniors as 
copy typists; the best being encouraged 
te develop their shorthand. 

(3) Both juniors and women over. 30 
are trained as additional comptometer 
operators. 

(4) Married women engaged аз part- 

time typists, clerks, etc.; hours of 
work being arranged tó fit in with 
individual requirements. ^ — 
(5) „А rigorous overhaul of method 
and a- continuous scrutiny of returns, 
correspondence, etc. nything not 
absolutely. éssential is сеа = 










: tainers апат 





and replacing tools in the right place- 






so that they can be quickly and easily —— 


picked up when required. - E 
Other booklets give: definite and 
humorous advice on the avoidance of 
accidents. A laugh is more easily 
remembered than even the most serious’ | 
facts. The Royal Society for the Pres 
vention of Accidents has lent valuable 
help in this angle. n 


Urge the Importance 
of the Job 


To take just one example, the 
various machine processes and «the 
tools used in connection with assembly 
are explained in simple non-technical 
language with some apt sketches by 
way of illustration. One or two 
extracts will serve to show the effective 
method of approach Љу; which the 
interest of the new worker is engaged 
and maintained. 2 i 

In the opening sentences the. new 
entrant is told that she will be engaged 
on assembly work, and stress is laid. on 
the importance of-the job. It is pointed 
out that “nothing but. the best 1s: good 
enough for the fighting forces” and “we 
must supply their needs at the speed 
that will satisfy their requirements.": 

The aim and scope of the booklet 
are then stated in the following words : 

“When you таке a ‘frock: you know 
that many different jobs have to be done. 

The. same: thing applies in. assembly 

work, except. that we ‘do not call it ^ 

‘doing different: jobs; we call it ‘doing 

assembly... operations,’ The. different. 
“jobs, or assembly operations. as we will 

now term them, may consist-of drilling; 
tapping, burring, filing, riveting, solder- 
ing, setting, adjusting and gauging, 
“Just as you would use-different tools 
for making your frock; so we use 
different tools for assembly, such as 
drills, taps, files, soldering irons, screw- . 
drivers, spanners, hammers, etc... 
“This booklet will tell you what thes 
different operations really are; how we ^ 
should use them, and what tools we 

‘should use"... Ene RE 








SPECIAL TRANSPORT 
FOR EMPTY CARTONS 


S container recovery is so vital. 
some firms have introduced a special 
transport service to carry it." The 
general experience seems to be that. 
it does not pay and returnable cartons 
are not sufficient loads for ordinary 
vans and lorries to pick ир. They have | 
not the time and do not like doing it~ 
Some large industries. have made. 
arrangements to collect empties-every - 
fortnight. This is much more profitable. 
One firm has increased the number of » 
its salvage. depots. This. has redüced 
transport, assisted in recovering con- 
inimised the raid risk. 









See | how a SUMLOCK saves 
and simplifies figure | 








ts Standards 


Suid chosèt. as datà Чо "labour 
wastage" Sertion of this report ‘far too 
‘small ‘adequate . comparison : 
' sickness data, however, of considerable 
: ‘Value is sead with critical. mind 















Sues ‘report ot the. Industrial 
&J Health: Research Board is scarcely 
а, helpful ‘document. With опе 
7 exception the figures given on hours 
of work, Jost time and “labour ‘wastage 
do not go beyond April 1941. The 
“samples chosen were in most cases far 
кл too small, the conclusions arrived at are 
во trite as to verge on Ње ludicrous. 
vot requir es no Gov ernment committee's 
expensive labours to inform us "that 
"women on the whole lose more time 
-thàn men" "that a redüction in 
гехсеѕѕіуе hours of work, together with 
the inauguration of staggered holidays, 
were reflected in an increase in the 
“gate of working afterwards”... "that 
othe workers were stimulated to an 
increased output after the collapse of 
rance” ... as platitude follows plati- 
: one waits for the learned doctors 
ggest that a little illumination is 
ve people working in the factory 
gn 


Figures Given Аге 
Too Flattering 
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n. the other hand, the Board does 
useful figures on two points. 

gives the absenteeism records of two 
factories. broken up into percentages 
due. to sickness, injury and absence 
without permission, This is precisely 


how "al. factory records should be 
compiled. 
“However, the figures given us are 


too flattering. Notice that the average 
absence from all causes amounted to 
only 7.1 per cent. of the total time 
worked, The. figures are further odd, 
ecause they do- not tally with the 
eneral level of absenteeism which this 
journal has found- in much wider 
surveys. In factories not on маг 
work absenteeism runs about 4-6 
per cent. normally. . In shell filling, air- 
‘craft: and tank factories, it runs any- 
thing from 8-20 per cent.-even to-day. 
gures quoted in this report tally with 
ther general level. Yet the inference 
s that a а large number of these are war 











E ‘Sickness Data are 


of "Value 


AS: might be expected this medical 
^ committee _ ch: 
> the subject of sickn 





t is explain 











connected. with. the 
holiday rota: scheme 
h. | 





gan early- 
RENE: and аю. about 














that the improvement in Factory C was ` 
ion of a that. PE the last 55 


for 


— But Needs Scrutinising - 





ane PD ii 
Average amount of time lost during the normal week of 47 hours in April, May, and June, 1941. 


(Results expressed as à percenti 


Aetual 


Factory. No. of hours 
workers. worked. 
A 6,000 48.6 
B 3,500 54.6 
C 5,000 56.4 
D 15,000 54.3 
E 3,000 51.9 
F 5,000 54.0 
G 4,500 50.7 
H 3,500 53.5 
1 1,100 55.7 
J 1,500 55.7 
K 1,000 52.0 
L 13,000 537 
M 6,000 56.9 


age of the normal week of 47. hours). 
Per cent. of normal time lost. 


Absence 
Sickness. Injury. without Total. 

permission, 
4.7 0.2 38 8.7 
5.9 0.9 "а 10:0 
2.8 0.6 390 7:3 
2.5 0.6 36: 6.7 
5.6 0.3 0:8 6.7 
3.4 0.2 JA 11.0 
2. 0.4 o8 3.6 
2.5 o9. 2.9 |o 63 
1.3 0.3 6.2 77.8 
1.9 0.7 6.0 8.6 
2.1 Q3. - 2.0 4.4 
m No records | — 5.8 
== No records | — 5.1 





In Factory N, holidays did not begin 
until the end of August when half the 
factory was closed for one week, the 
other half being closed at the end of 
September. І 

It is clear that disease of the ears, 
nose and chest are by far the most 
important causes of absenteeism; notice 
how this category of ailment continues 
tu increase in successive months. The 
high percentage of nervous disease 


women have always worked. Some of 
the figures quoted here are even worse. 
The average turnover for the foi 
tories employing womén* (chic y; 
64.5 per cent. t is near enough in. all 
conscience to the odd figures, - 

In those factories where.the figures 
were available it was found. that the 
percentage for the workers leaving a 
voluntarily averaged from 8.4 per cent. |. 
to no less than 75 per cent. of the ^: 










Siekness absenteeism classified 
(Results expressed as the average 


according to certain disease categories, 
number absent per 1,000 workers pen, week), 










FACTORY C (MEN), : 
Number absent in. ‘disease ea 
Year and month. No. of Weekly hours uu ү 
1940 workers. of work. (a) (b) (с) tin it 
June 4,305 70i 7.9 6.6. 4.2 6 10 
July 4,410 67 134 : 786.7 23. Ба BBE 8 
August 4,673 653 8a 6.6 5.6 3.8. К 5: 
September 4,772 653 8.7 4.2 3.2 3.7 1.2 210. ° 
October 4792 653. 104 3.8 2.3 4.2. Lo 21.7 
November 4,801 65 10.0 5X 2.3 3.8 0.9 22.7 
December 4,809 652 16.2 4.1 23 3.4 10 27.0 
А FACTORY N (WOMEN). e К 
June 1.496 67i 26 057 i12 O5 . t. 
July 1,792 63 7.4 8.6 17.9 1.1 227 
August 1,049 604 iro 8.4 240 0.30 46.5 
September 2,003 57 13.0. 8.8 14.1 0/7 37.7 
October 2,358 :- 57. 10.8 &o 84 - 17: 5:366 
November 2,564 Lye n. 7 9.I 129 L8 ^ "428 
December 7 8. 49.6 


z 2,717 5 21.4 O° 123 
ia) Colds and influenza, tonsilitis, laryngitis, bronchial мат, 
(b) Gastric affections, including dyspepsia, colic, biliousness. 





(c) "Nervous breakdowns, neurasthenia, nervous debility, nervous. exhaustion, < И 


(d) Rheumatism апа alied affections. 


(е) 


Various septic conditions, carbuncles, ‘boils, ulcers, 








among women not used to factory work 
was also to be expected. Actually, 


“neither of the two factories quoted 


suffered bombardment. . These figures 


сате a really useful indication. for man- 
s. agement as to the percentage-of any 
ctype of illness which they can reason- 
-ably expect. 


Another point on which the Com- 
nittee is fairly illuminating is labour 
turnover. >it will. 3 remembered 





ау erage number: of. workers employed | 





during the year. The average of volu 
tary turnover during the year was 37.5 
per cent.; obviously there was a good 
deal of labour wastage. These figures 
also give some criterion #0 manage- 
ments. In other words, although you are - 
losing two out of three women workers 
taken on every year you-are not doing 
su badly. If you аге losing less 11 a 
modern war factory then conditions of 
accommodatiori, transport, work and 
feeding and: possi ly: management are 
above the ave in some important | 





Which’ Speak for Themsels 


* Гт the signal- 

man: I show when 

there’s danger on 
the line” 


-** You can see 

Pm nearly 
F exhausted ; do 
so hurry”? 


out to save time; you make their 

titles ‘‘ visible." 
and factory are your facts and figures 
similarly accessible ? 


T you play cards you fan them 


In your office 


‘Kalamazoo Visible Records* place all 
‘information—classified and up-to-date— 


Ye Book form—saves the Country’s steel and your 
money ; gives comfortable, speedy writing position ; 
portable and compact. Y ET—no rings to tear or wear 
the records. . The “ visible edge” is always visible. 


“T call out the 
| price you ought to. 


| invoices)” 


“My title tells 

you who I am 

/ (no separate 
index | 

necessary)” 


at your finger tips. More than that— 
they speak for themselves. 


ə The price trend of each commodity 

e Alternative sources of supply 

e Details of previous orders 

e A day-to-day record of stores re- 
quirements 


(Proprietors, Morland & Impey, Lad) (Sales) 
Kalamazoo Líd. 


NORTHFIELD, BIRMINGHAM, 31., 
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‚ Ageing” 
Туре 2. 





т amongst users. of punched 
He points out that all these 


‘allowable journal and the compilation of 
and D have certain differences. 


thods "C" and "D' are described in 
rticle and should prove of especial 
interest on account of their: departure 
Írom the accepted practice. 
There is-no need for "balancés" under 
ethod "C". . This obviously denotes a 
striking departure from the normal 
actice.. For the sake of simplicity it 
Ghat punched card methods are 








appl 

only just opening its Sales Ledger and 
that no cash is received during the first 
month. 

^. Each day throughout the first month 
‘debit. cards are punched and filed into an 
“Unpaid” tray in sequence of account 
number. At the end of the month this 
tray contàins a set of cards representing 
га outstándings and these are tabulated 
Оп to.statement form for dispatch, The 
cards themselves are replaced in the 
“Unpaid”. tray, their total £ s, d. value 
being: recorde аз "Opening Balance" in 
the Sales. Ledger- Control. Account for 
the second month. During the second 
“month. each day's debit cards are filed in 
othe “Unpaid”: tray. This may be done 
¿ mechanically: with an Interpolator, or by 
„hand daily or weekly, according to whether 
-frequent reference is necessary ог not. 
Each’ day's cash and discount cards are 
punched: and listed out on the Tabulator 
to provide the debit side of. the Cash 
Book, and also the pages of the Discounts 
Allowable Journal The cards are then 
held for inclusion in the important Cash 
Proof Tabulation- explained below. 


Method. of Working 
and. Tabulation 





~The deerk in charge of the “Unpaid” 

“tray recetves. each day NM IN E 

(а) Either the countetfoils -of -the 

cash receipts or a Powers tabulation of 
Cash and Discount items; ER 








ando +. 
705) Either some form of “Remittance 









CASH PROOF TABULATION 


Dav Casu PROOF TABULATION UNDER Метнор C Oven-lrem SravEuENT., Type : 


ў х Two Set-outs for Method С." 


ACON designates the four most usual methods of establishing the Sales 


ied. to a new business which is 


„according to the type of. business): 
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The final ites 1л Оца 


colam irked ж 1а the 






dealt with 





























cards as: (A) Monthly Balance; (B) 


Balance ; (C) Open-Item Statement, Type 1; (D) Open-Item Statement, 
have similar initial stages, embracing the 
;preparation of the sales and returns day books, cash book (debits) discounts 
the control acaount. A and B are normal; 


Advice" or the returned statement; 
failing these, he has access to the carbon 
copies of last month's statements. 

He proceeds. to extract from the 
"Unpaid" tray all those debit cards which 
have been cleared, 

These withdrawn "pulled" cards are 
then united with the day's cash and dis- 
count cards, the complete pack being sorted 
into sequence of account number. In this 
order they are listed by the Tabulator. 
which is set to print a "balance" at each 
change of account number. The resultant 
tabulation is known as the “Cash Proof 
Tabulation” and is similar to the specimen 
illustrated, 

Since the total value of the debit cards 
which have been pulled for each account 
number should, in the majority of cases, 
agree with the corresponding Cash and 
Discount cards, it follows that the extreme 
right-hand column of this tabulation must 
reveal a “Nil” balance against practically 
every account number. 


Outstanding Balances 
Indicate Errors 


A debit balance indicates either that a 
“payment on account” has been made in 
which case both- debit. card/s and the 
cash. card are replaced in. the “Unpaid” 
tray, or else that too many debit cards 
have been inadvertently pulled, in which 
case the surplus cards are replaced, in 
.the "Unpaid" tray, ү 

A credit balance, on the other hand, 
indicates the failure to pull sufficient debit 
“cards (see account No. 2097), in which 
case the- missing cards are located and 
extracted from the “Unpaid” tray, (In 
practice it is found that the errors arising 
from the incorrect pulling. of the cards 
are of: very infrequent occurrence. The 
number of Debit balances: due to ^pay- 
ments- on- account" naturally -xaries 








lof Handling : the 


* Accounts Recoverable” Can Ъе 


(Ву W. 





Sales Ledger 








by Punched Card 
System : 


DEACON, A.C.A.) 


The pulled cards, with their attendant. 
cash and discount cards, are filed. їй a 
"Paid" tray as soon as the adjustments. 
have been carried out in the manner just , 
described, The further employment of: 
these cards is described. later: | Returns -— 
and allowances can be treated in a manner 
similar to cash where it is found that the 
majority of such credit items clear specific 
debits. However, if the items are ustially 
in respect of only parts of invoices, the 
easiest plan is merely to file each day's 
credit cards representing returns and 
allowances into their respective positions 
in the "Unpaid' tray according to account... 





number and. date. 


Monthly : Statements 
In | Duplicate 


Tliroughout the month, the filing o£ 
cards into, and the pulling of paid items 
from, the “Unpaid” tray goes on, It 
follows that, at the end of the month, 
there will remain cards representing the 
outstanding items ^on. all the "accounts. 
These, in their existing sequence of 
account number, and date, are passed 


through” the Tabulator, employing ег: 


Sheet Feed Device to print out on a 
separate statement for.each customer a 
list of his outstandings- aiid. an. automa- 
tically computed closing balance: (See 
specimen statement No. 3), The amounts 
of these balances are also accumulated in 
the machine which; at the end: of each 
section of the ledger, ¿provides a grand 
total for agreement with the Sales Ledger 
Control Account. : 

The statements are prepared in Чире 
cate. The original copies are dispatched’. 
to the customers and the carbon copies are 
filed in Sales Ledger binders. These 
clearly show the position of each account 
as at the. end of the last month, Since 
each monthly statement is a complete 
recapitulation there is. no need to keep 
copies longer than two months, The cards. 
themselves are replaced.in the “Unpaid” 
tray ready to commence ‘the next cycle 
of operations, and it is therefore unneces- 
sary to punch any opening.balance cards 
for the next month; zu 


(Continued on. page 39) 
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929,600 minutes 





There are 525,600 minutes in a year in which to produce 
all manner of war supplies, 525,600 minutes in which 
Benjamin Lighting can serve you and your operatives. 
By providing the best possible seeing conditions 
according to the requirements of your plant, lighting 
planned by Benjamin апа employing Benjamin 
Reflectors gives your workers a tremendous help in 
achieving the best results. Benjamin Engineers are 
available to help you deal with any lighting problem. 


JEN7ZAMIN 
LIGHTING - 


The Benjamin Electric Ltd., Brantwood Works, ана tonden, N o 


stel egrams: “Benjalect, Southtot, London." Арева: Tott 


















































{ANY lessons “may " be ‘learnt 
trem 
adopted ‘by great industrial -organi- 





cen built ир over а long period of 
years and proved. financially. successful 
“even when economy was. not imper- 
“ative. How much more important and 
“successful these systems are now. 
^ One of the principal firms to possess 
a wide-spread salvage. scheme іп pre- 
war days was Ford. Motor Company 
Ltd. At Dagenham every: possible use 
їз made. of every scrap of waste and 
ny of their methods. сап advantage- 
ously be adopted by other concerns. In 
he Ford factory they have what they 
call the sintering house and its special 
purpose is to reclaim materials’ which 































ted into a heavy sinter or clinker, 
an be utilised effectively in the 
urnace. j 





“Sintering House" Makes 
Fuel From Dust 


“The very fine ore dust contained in 
the blast furnace gases can be re- 
Сапед. in this way. The furnace is 
water-cooled and the cooling water is 
also used to cleanse the blast furnace 
gases. After use this water contains 
a high percentage. of solid matter. It 
ds therefore. drawn off into a large 
Circular tank with a conical bottom. 
_The. solids are allowed to settle in the 
bottom of the tank, where large slowly 
rotating blades scrape it into a pipe, 
“where it is pumped to a filter. Here 
“athe water is.taken out by suction and 
then.used as a sludge to the sintering 
slant. "n 
- "Every day 3 tons of solids are reclaimed 
„Ьу this means. 
M The sintering plantis essentially а 
“chain grate machine... The reclaimed 
"waste. materials are fed on to the 
“sintering grate and as. the material 
"travels over.the grate it is roasted by 
‘means of jets of gas which combining 
“with coke breeze forms into а clinker 
mass. When.cool this is bro 
"preces of a size suitable for handling 
toand fieavy enough not іо Бе blown out 
ot the furnace by, the hot air blast. 











the salvage ^ methods. 


sations. Frequently these systems have - 


broken into. 
mixture is reclaimed. 





SEVEN METHODS THAT CAN HELP 
^... YOUR. SALVAGE PROBLEMS 


1 Casting Sand Is Re-used 
Many tons of sand are used in the 
foundry for forming the moulds into 
whith molten metal is poured. A sand 
recovery plant is installed which per- 
mits this sand to be used over and over 
again. 

The sand is collected by means of a 
belt conveyor running beneath the 
moulding machines. As the sand falls 
on to the conveyor it is taken to mag- 
netic separators which remove all 
“tramp” iron—small particles that cling 
to the sand when the finished castings 
are removed from the moulds. (These 
metal particles make up some of the 
minute scrap which is converted into 
blast furnace sinter, as referred too 
above) The clean sand is then taken 
by conveyor to the mixing units and 
hoppers which feed the new sand con- 
veyors. 


2. Running-In Oil is Recovered 
for Use Again 

Every week over 10,000 gallons. of 
lubricating oil are used at the Ford 
Works. Oil used for “running in," 
testing and similar purposes is still a 
valuable lubricant. It is therefore 
cleaned in special filtering equipment 


and used again for less important 
purposes. 
3 Coking, By-Products Include 


the Heat! 

The gases generated in the coke 
ovens are treated in one of the most 
modern by-products plants in the world. 
Every 1,000 tons of coal carbonised in 
these ovens yields | approximately 
12,000,000 cu. ft. of gas, 8 tons of 
Ammonium Sulphate (used as ferti- 
liser), 8,500 gallons of tar and 2,350 
gallons of motor spirit. . (Benzene, 
Toluol, Xylol, Solvent-Naptha); apart 
from coke. : 

Even the heat which is dissipated 
when the glowing coke is cooled is 
used. The cooling is carried out. by 
means of gases, which are heated as 
they pass over the coke, and the gases 
are then passed through boilers, pro- 
ducing steam at useful pressure. 


4 Borings and Filings Yield Tons 
Metal borings and filings from the 
machine shops are reclaimed. and pre- 
pared for further use in the sintering 
house. The dust of grinding. wheels 
contains metal particles of the parts 
smoothed on the wheels; and even this 
~The particles are collected’ on con- 
veyors- which traverse the shops. 






idry and machin зах 
n tool- repair departments. 


-oduction tools wear they are. 


This goes. 





6 There is a Salvage “Ideas” 


Department о. 
The works has: а special Salvage 
Department, with the duty of devising - 
ways and means of making savings; . 
Every scrap of wood, rübber, metal, 
string, cloth or leather is saved, no. 
matter how small it may be. Nails are 
saved for future use or for the scrap . 
metal they. will yield. Boards and blocks: 
of wood, no matter how ‘small, find - 
some use. Scraps of paper discarded 
by workmen: are reclaimed and baled 

for re-pulping. .- К 
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further changes which in a few cases 
do not always provide the same. fati- 
lities as hitherto, but nevertheless the. 





quantity of paper used is now regarded’ 
as the more important. factor. 

€ Very few forms have previously = 
exceeded the standard quarto. size, but 
many of these are now being reduced 
to Svo and both sides of the paper 
used wherever possible. 

@ All used paper, cards and boards 
are reclaimed and paper already used 
on both sides is sold for re-pulpihg. 
The remainder is -used again for 
printing further forms on the reverse 
side or for use as scrap pads. vis 

€ Steps are taken to ensure the 
maximum use of carbon paper. Letters 
and internal communications are being 
abbreviated and smaller noteheads and 
envelopes used. 

€ Used envelopes.-are being re- 
claimed and the practice of leaving - 
envelopes unsealed for‘ non-confidential 
documents is also being developed. This. 
obviates. tearing the envelope when 
attempting to open it and leaves it 
available for further use by pasting а 
label over the front. 

@ A further experiment of dispens- 
ing with envelopes altogether is being 
tried. The notepaper is folded, the: 
outside fold having the address and à - 
franked impression. thereon. ° Stich 
letters or unsealed envelopes are still 
liable. for the full letter-ráte. postage 
unless the documents can “be classified 





as "printed matter.” 








ЋЕ smaller dimensions, Of... 












mediciners. The use of our 
Tea Measuring Machine 
and our Bread Slicer 














‘TEA AND COFFEE  .MAKING 
APPARATUS * CANTEEN BOILER * 
SILVER BURNISHING MACHINE * DISH 
WASHING MACHINE * HOT CLOSET 
AND CARVING TABLE * POTATO 
.PEELER * BREAD SLICER * TEA 
MEASURING MACHINE * "METRO- 
POLE” TOASTER AND GRILLER * 
STEAM COOKER * AUTOMATIC 
GLASS RINSER 


| Then it MUST bea produet of 


; i LS \ : 
CREATORS OF MODERN KITCHEN EQUIPME 


29-31 GREVILLE STREET LONDON Е.! 


Bw Telephone: HOLborn 3744 (6lines) _ Telegrams : " METALSPINNER LON | 


































HOW CAN 


MY WORKS? 


THERE are various methods of 
‘canteen control, The one most com- 
monly adopted by firms, whose workers 
are drawn from a` wide area, and who 
have been running canteens for some 
years, is to appoint a supervisor respon- 
.sible;to the firm. In this way the canteen 
is. treated. like amy. other department in 
“organisation, “The canteen manager, 
being. responsible to the. works manager, 
is in constant contact. with. the general 
policy. of the. firm, and сап quickly 
co-operate in providing catering facilities. 
The supervisor engages all the canteen 
_ staff, and has complete control of all 
catering arrangements, including buying 
and accounts. 
_ The supervisor, when buying, uses the 
firm's name for credit, and this at once 
gives standing and recognition in markets. 
“She will be careful too that the firm's 
privileges аге not abused, and she can 
make decisions knowing that she has the 
"Support and co-operation of the manage- 
fuent, 






































1. Appoint a supervisor responsible 
to the firm. 


2. Reduce ^ overhead 
E increased turnover, . 
13. Make the service as efficient as 
7." За a restaurant, 

4.7 Canteen staff should work a five- 

‘day: week. 

. §.° Overtime сап be paid for week- 
end work and a bonus granted 

a every three months. 

“6. Introduce penalties for- careless 

со serving. 

12... Firms should contribute only part 
уу КОЁ the expenses. 

: Use profits for improvements and 
a reduction in prices. - 

.9.. Selling extras like chocolates and 

cigarettes. reduces running costs. 


costs by 





10. A works accountant should audit 
thé canteen books. 

11. Buy the largest quantities possible 
to get the best discount. advan- 
tages. 

Encourage customers to ‘Les a 


12, 
: шу supply of dinner. tickets, 


I ORGANISE | 
A ‘PROPER’ CANTEEN IN 


atering- 


By JOAN C. KERR 


(Canteen Manageress, 


Babcock & Wilcocks Ltd.) 


* AN EXPERT EXPLAINS 


Finance — Supervision 
Economy — Buying 
Staff — Service 
Contracts —- and тапу 
other Problems 


Kitchen of “Esse” canteen described in last 


month’s article. 


canteen is a small one, it can 
sometimes be managed very successfully 
by the welfare supervisor, with an 
experienced cook in charge of the kitchen. 
In these cases the accounts are usually 
managed by the works accounts depart- 
ment, One cannot separate canteens from 
welfare—they are a very important part 
of the welfare organisation, and the close 
co-operation of both is essential if the 
firm's policy is to be carried out success- 
fully. 


If the 


Catering Is Expert Job — and 
Overheads Grow! 


Where the canteen is a large one, 
catering is a specialists job, and must 
be in the hands of a thoroughly experi- 
enced person if it is to be a social and 
financial success. At the present time 
overhead costs have been reduced tremen- 
dously by increased turnover—in odd cups 
of tea served during rest periods, high 
teas for late workers and A. К.Р. per- 
sonnel as well as greater demands for 
lunches. If buying is properly managed, 
and the canteen efficiently run, there is 
no reason why it should not be financially 





successful. 


Valuable 


The desires of the employees should 
not Бе ignored. Helpful suggestions can 
be given in an informal way. A chat 
occasionally with one of the shop stewards, 
or where it affects the whole works, the 
delegate о of the shop stewards, can be very 


Workers Views 





Note recessed base of four- 
cooker unit—for easy cleaning 


helpful. It is always much easier to 
convince one person of your difficulties, 
than it is a number at a formal meeting. 
The shop steward can soon judge if you 
are genuinely anxious to care for the 
employees’ needs, or if you are just trying 
tu find an easy way of escaping duties. 


“Outside” Catering an 
Alternative 


Another method of control is by con- 
tract to outside caterers. This method was 
not common in Scotland until the. begin- 
ning of the war. | Before then уе did 
not have many large canteens to attract 
the industrial caterers northwards, and 
few Scottish caterers are interested in 
industrial contracts, 

With an outside contract, the firm pro- 
vides premises, together with all equip- 
ment, fixtures and furniture, lighting, 
heating and water, and pays rates and” 
taxes. The contractor provides, the 
necessary staff, and pays all wages, 
national insurance and employers’ liability 
insurance. The caterers also supply and 
pay for all foodstuffs, etc, consumed in 
the canteen. This method. relieves the 
employer of responsibility, but I do not 
think it is popular with employees, 

The contractor’s manager is often not 
acquainted with local tastes and customs, 
and it is in workers" everyday meals 
that these customs аге most common. The 
employees feel also, that the contractor 
is more: interested in the financial success 


(С continued on Page 26) 








For Literature ‘апа Details of 
. Installation, write or telephone 


d'MAGNETA | 
TIME 
R E CORDE R | 


| Note these duae | | | 
@ ONE HAND OPERATION € COMPACTNESS 
ө QUICKER DISPERSAL OF STAFF @ ACCURACY 


The MAGNETA Time Recorder prints full size records on standard time ані 1 E 
and can be supplied as an independent unit to operate from AC mains 


with controlled frequency, or incorporated in an installation operated trom. 
a Master Clock. Metal Card Racks supplied finished to match Recorders, 


THE MAGNETA TIME €? H! 


GOBLIN WORKS, ERMYN WAY. LEATHERHEAD, SURREY 
TELEPHONE: ASHTEAD 866 !B MINES; & 
LONDON OFFICE: 53154, HAYMARKET. S.W.i, Telephone: ABNEY 23 ; 


THE ENVELOPES YOU БЕС] 
ARE VALUABLE SM 

They can be re-used by means 
Economy Labels, The increas 
shortage of paper means that 
new envelopes will be scarce . 

and more difficult to obtain, ~ 
Economy Labels are prolific 
savers of paper for they таке. 
an envelope do its job over and ~ 

over again. 


Specify “BUTTERFLY BRAND" 
Noncurling Gummed Papers 
to your printers who will be 
Pleased to deal with your 
| enquiries. 















of the canteen than in;their welfare. No 
matter what the policy of this firm is in 
regard to welfare, Шеге is not the same 
co-operation when the management of the 


canteen is not directly. under the control: 


of the employer. 


Profits—at Workers? 
Expense 


: Increased profits; which will bring the 
+ catering manager commendation from his 
7 firms are sometimes gained at the expense 
nof the worker, and by encouraging the 
wotker to-come to the canteen, at times 
which interfere with production. Where 
` profits are made under direct control, they 
usually go to improvements in the canteen, 
> and reduction in the prices of meals, There 
“may be advantages to the canteen in 
central buying at prices not obtainable by 
the individual establishment. But it is 
doubtful if these advantages are passed 
on to the employees, as.charges in can- 
teens controlled by the firm compare very 
favourably with contractor-controlled 
‘anteens under the same circumstances. 


- Managers Set Pace for Efficient 



















Service 


„А canteen manager must have a sound 
knowledge of all aspects of canteen 
administration,.. The buying must be in 

éeping with the income, Menus: should 
be planned to suit the kitchen equipment 
as well.as the diners, or thé cooks will 

e unhappy. The service must also be care- 

iully watched, as the best dinner served 
-eold is entirely spoiled. 
“--The standard set by the manager or 
manageress will be. reflected in staff 
duties; an order badly given is generally 
badly carried out, The canteen is essen- 
tially a service department, and its success 
and popularity depend on the staff's 
ability and desire to please. 


This Layout Serves Over 1,000 
Meals Every Day 


'The number of staff required in a can- 
teen depends on the type of service given, 
the equipment, and the calls on service, A 
cafeteria service is much cheaper to 
operate. At the canteen I look after, we 
serve а three-course lunch and a cup of 

“teas or coffee with a biscuit or bun to 
"750 people а day, and ме prepare 
from so to 300 high teas. 

` separate rooms where workers bringing 

“their own food have facilities for heating 
meals, and making tea. 

Lunch for 150 cooked in this canteen 
ig conveyed in containers to a dining- 
"room in a new factory. The canteen staff 
‘consists: of a manageress, a cook, three 
assistant cooks, a kitchen maid, two part- 
time -scullery women. three part-time 
waitresses, nineteen waitresses, and a 
woman clerk, The waitresses help in pre- 

paring vegetables, washing up,- and 
cleaning. They move according to length 
of service from preparing vegetables to 
dining-hall duties, and work in sets for 
washing up and cleaning. 





Illustration shows main. restaurant of 
“Esse” Canteen at Bonnybridge, with 
view of kitchen through large service 
hatches. Building was previously used 
as a rag store and general dump 


from: page 24) 


There are’ 





“Charge Hands’—and a Five-Day 


eek 


Four of the girls are paid at a slightly 


higher rate than the others, and each is 


in charge, of a set, and is responsible for 


the team work of her squad. This ensures 


fair distribution of the heavier work. The 
conditions of. work are explained. when 
engaged, so that no misunderstandings 
will arise. When it is necessary to give 
general instructions, the staff are called 
together five minutes before the mealtime, 

In. the executive staff and visitors’ 


„dining-room the service is similar to that 


in any public restaurant. In “the staff 
dining room, a waitress attends on two 
tables, each seating twelve to fourteen 
persons, Like in all other canteens meal- 
time accommodation is very limited, and 
the tables used by the works staff at 
12 o'clock are re-set for office staff at 
12.30. The supplementary canteen men- 
tioned above, is kept clean by the factory 
staff, though three of the canteen wait- 
resses set up the tables, serve the dinners, 
and wash up. Our workers’ canteen is run 
separately under similar conditions, 

The canteen staff do a five-day week, 
and as we have week-end meals to provide, 
they do this work in turn and are paid 
overtime. Apart from wages which com- 
pare very favourably with any other can- 
teen, we have an efficiency bonus pard 
from canteen funds, This bonus is paid 
every three months to each canteen 
worker according to the number of weeks 
she has been employed. 


Staff Conditions—and Privileges 


It was intended at the time the bonus 
was introduced to make penalties for 
carelessness in work, waste in food, 
slovenliness in appearance, absence from 
work, and so on; though only for absence 
from work, is a deduction made, it is a 
very useful safeguard and has definitely 
been responsible for reducing absenteeism. 
A new waitress is given a month’s trial, 
and it is the senior waitress’s duty to 
train newcomers in the method of service, 

The canteen staff should have definite 
hours for meals, and a choice of menu 
like any other employee in the firm, They 
cannot now be expected to pay for 


overalls or aprons, and protective clothing 





din g oor 





Individual Costs Control 





The system controlling finance must be 
devised to suit the individual needs of 
the canteen: The policy of the firm decides 
the extent to which the canteen bears 
overhead expenses. It-is much more satis- 
factory for the canteen manager, if the 
firm contributes an ‘agreed part, and 
insists that the canteen shall be otherwise 
self-supporting. Any other method has 
a psychological - effect on the canteen 
management, as no one is entirely’ satis- 
fied with running a department where the 
financial results are not visible, 

When the accounts are managed írom 
the canteen, the manager has all the 
necessary information at hand for success- 
ful running and preparing profit and loss 
accounts, Expenditure can be quickly, 
determined, and full advantage taken of 
special discounts, Profits should be used 
for improvements arid reduction in prices. 
1 have always: aimed at a free Christmas 
dinner for regular customers; and at one 
time frequently gave free. meals. 


“Extras” May Help to Cut 
Overheads 


No matter how carefully costs are 
calculated it. is impossible. to^ assess 
definite profits as turnover plays such a 
large part in the financial success of any 
business, The extras sold in a canteen, 
such as chocolate and cigarettes, help con- 
siderably in reducing tlie overhead charges 
on meals. 

The accountant of tne firm, who will be 
responsible" for auditing the canteen 
accounts, will usually suggest the method 
of book-keeping used which should not 
be too elaborate. 


Careful Stock-Keeping is 
Essential 


Stocks. should be carefully kept and 
checked, and where storing accommo- 
dation is suitable, be bought to get the 
best prices and discount advantages, One 
cannot expect to order in a haphazard 
fashion needing daily deliveries, and yet 
get wholesale prices. Service must be 
paid for, and is reflected in higher prices. 
Perishable goods are delivered daily, and 


(Concluded on page 28) 
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The quick service of 
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fare tow common .. un nti € 
| industrial fire fighter become 
а team in himself’ with the 
aid of the most power/ 
equipment available for i 


single-handed 


refreshments is easily effected by 
the use of SPEEDISERY units. 










They are of all steel welded construc- 
tion, mounted on rubber-tyred ball- 
bearing swivel castors and attractively 
finished in hard-wearing cellulose to 
















approved shade 



















Tea, coffee or any chosen beverage 






HE NUSWIFT R.S.Q. EX 
which in capable hands has extingu 
many as eight enemy Incendiary 
single charge, has also saved t 
and millions of pounds’ werth: of p 
TEN YEARS GUARANTEE will long 
wartime aspect . : . it ds the best permsnen 
investment in fire protection. CES 


may be prepared in a remote kitchen 
and the stainless steel lined, insulated 
„ SERVOT urn ensures that flavour and 
temperature are not affected in any 








































Illustrated is the SPEEDISERV “C,” 
with a service capacity for 120 persons. 
We shall be pleased to submit full 













| Unique in the tremendous force of its į 
| the capacity of its icy cold contents to chill 
burning materials 
combustion рові, 
RSQ with one operator is 
equal to three этан Папа 
pumps each with a three- 
man crew. 11 is operated 
| by simply striking a knob 
with the hand and is refilled 
and recharged in as little as 
30 seconds. 


details of the entire range upon 
request. 




















BARTLETTS 
KITCHEN ENGINEERS 
BELL STREET, LONDON, N.W.I 


PADdington 4036 










Nuswift will train as well as equip your fire fighters 
Get in touch with Technic al Adviser (B. b for détails 


| THE NUSWIFT ENGINEERING CO. LTD. 
ES Yorks. 








Telephone: 



















By с. G. GARDI ER 


(Managing Director, National Catering Service). 





EW managements’ “ase for -capital 

. "repayment, 
гава equipment of a:canteen as an invest- 
“ment paying interest in healthier workers 


and higher output... Any profits made go 





















welfare conditions in the factory generally. 


to. take capital repayments and profits into 
consideration, | 
ecount-keeping in either ‘case should 
s simple as possible to reduce expenses. 
Mud ‘control i$ essential in order that 
counts be presented rightly and regularly, 
or the answer must. be 
erfectly true." = 
Main questions of policy which you will 
“Чо ~settle before’ starting ^ your 
ting. system аге: 
“Whois to be.responsible for the 
financial management of the canteen? 
Af capital expenditure is to be pro- 
vided by the firm, is it to be-free of 
charge or to be regarded as a capital 
loan repayable’ with or without 
о interest? 
` 15 the canteen to bear any portion of 
. recurring overheads? 
; How is any profit to be allocated? 
ho-is to: pay for repairs to build- 
“ings and ‘renewals of plant? 
Who is ultimately | responsible for 
the accounts in the event of a loss? 








"Heads. For Your Canteen 
Budget 
In . budgeting for expenditure, three 
main headings have to be set out and sub- 
г divided according to type ої canteen. 
so Expenses under Nos, 2 and 3 of these 
“headings as shown below will be recovered 
by canteen. sales. It should be born in 
mind that overheads do not rise in pro- 
portion to numbers to be catered for, as 
the greater the use of the. cantcen the 
easier it is fort. to-be self-supporting. 


INITIAL CAPITAL OUTLAY. 
Cast. оѓ land and buildings, : 
Cost. of. kitchen equipment, boilers, &e. 





























equipment. 
: of storage rooms for bulk. supplies. 
1 Cost of office | opum. 





ҳа): созт ‘able: foodstuffs. 
.€b) Storable: foodstuffs: 


emergency. 


8. (GENERAL EXPENSES, 1 
(a). Wages. : 
(b) Fuel and lightitig. . : 
fe} Cleaning... © 

E (dy Breakages апа ‘replacements 
„(е Rent, rates and táxes. - 


Чу; Insurance. 





looki n the creation. 
osking on the г "percentage. of, profit which ought to be 


Your account-keeping system “will, there. 
ofore, depend on whether. you. Һаүе 40 
cover expenses only or whetüer you have 


"exactly and 
> 


ge paration. i 

(d) Cost of loose: or nioveable kitchen 
e equipment, 

Cost -of dining-room equipment and 
одап з 

ost of- Joose ог шоуеаые dining-room 


— Headings for Budgeting and 
` Testing Standard for Costs" 


to improving service in the canteen or. 


Cost of plant. for storage and pre-- 


"(ey Prepared foods (tinned, &e.) against 


These Costs Are Based On 
Operational Experience 


There are. many uncertain factors in 
catering and one.cannot lay dowa any fixed 


made for covering overheads. 
Managements do as a rule bear all 
preliminary cost. and also pay rent of 
premises, heating and lighting. The can- 
teen carries salaries, wages, crockery and 


small replacements, laundry and such-like. 


ln this case profits should be between 25 
and 35 per cent. of turnover, varying 
according to labour conditions and the 
type of service offered. 

Here is an authentic example of gross 
profits taken from the accounts. of a 
large canteen serving 2,000 mid-day meals 
with a proportionate number of teas. 

Per cent, of 
expenditure 
on turnover. 

Wages and salaries ... 21 

Insurance 

Crockery replacements E 1 

Other replacements #24 € i 

Linen replacements ... ДЕ 

Printing and stationery 

Laundry ... (25 

Repairs to plant А 

Cleaning and cleaning materials 

Transport 29 
» Margin or reserve against, items 


not listed. above M sey i 
eon Н 27 


ln sap tn dn bho eg cim фе 


If fuel is to be paid for by the 
canteen, add fe the above а 
further .. "E 


3 
30 
After running the canteen for a month 
or two-it will be possible to determine 
the exact cost of meals and make adjust- 
ments in prices charged, size of portions, 
and the management's subsidy if any. 


*Reproduced 
"Canteens at 


by courtesy 
Work", 


of the author 
Oxford University 
4/6. 


from 
Press. 


(Humphrey Milford), 





where a ТАЕ is installed itoi 
always wise to have an emergency, meal 
in readiness. 


dnd Regular 


Menus. 
Е Service 

Methods of ordering and paying for 
meals vary according to the. system of 
service, Where a variety of food is offered, 
previous ordering is а guide to "buying, 
and eliminates waste and the possibility of 
left-overs. 

{In our staff dining-room menus are 
placed on the table a day before, and 
employees put their initials against their 
fancies. Our waitresses do not handle : 
money during the dinner service as pay- 
ment is made by tickets; The number of 
tickets balances the meals received by thé 
waitress. Each customer has his own 
place and each waitress regularly serves 
the same tables, This enables the wait- 


ress to become acquainted with the 
customers’ likes and dislikes and saves 
time in service, 


. Which Is The Better 
Pre-Payment—or Cafeteria? i 


diners are сааи to buy a 
supply of tickets. At опе time five 
tickets were sold at a cheaper rate, but 
to-day they are sold at the usual price. 
This method would not suit every kind 
of factory, but the capable manager soon 
knows what type of payment will best 
suit their employees. 

In a cafeteria service all goods would 
require to be paid for before leaving the 
queue at the counter. This could be done 
by purchasing the necessary ticket at a. 
desk before entering the queue I have ` 
seen a very successful method operated by 
two cashiers at the end of the апеие—опе 
calculates the value of the customers’ tray 
and calls the total, and the other takes 
the cash. On the speed and accuracy of 
the cashier depends the success of the 
service, as delay means a stationary queue 
and consequent congestion. 


Out 
weekly 


*Conde used from а рарег read at a meeting of 
the "Industrial Welfare Society," in Glasgow. 
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MINCING 
MACHINE 





“Canteens 
at Work.” 














SINK UNITS 
WORKS CANTEENS 


| H OSPITALS, INSTITUTIONS, 
Etc. 


PORCELAIN ENAMEL 


in WHITE or COLOUR 
CLEANLINESS == LASTING BEAUTY 


DURABLE and 


RUSTLESS 


BEING BUILT ON THE 

UNIT PRINCIPLE CAN BE 
‘SUPPLIED UP TO 8ft. LONG 
_ Giving DOUBLE DRAINERS 
>. and DOUBLE SINKS 





















This model "ERU 
Bowl [6x13 xg”, 
Overall 38 * 19°, 


"те or Phone: EASICLENE PORCELAIN ENAMEL (1938) LTD 


PALACE OF ENGINEERING, WEMBLEY. Telephone: Wembley 3363/4. 

















юте mese ESSE COOKER ют 


ECONOMY Burns Anthracite or Coke, halves fue | 
bills. 


RELIABILITY Continuous burning day and night | CANT! E 


E" with minimum attention. 


FOOD VALUE Meat sealed — minimum shrinkage | 
. achieved. Deliciously cooked. food retaining i 





for the 






| j FULLY — INSULATED | 
essential juices. : TEA SERVICE URNS | 

LABOUR SAVING Quickly cleaned. Trouble free, Г i 

і cool and clean in action. 

EFFICIENCY Roomy ovens with indirect heating to | TEE. 
avoid. scorched food. Large top-plate area. ! INSULATED OOD- 
rapid: boiling. | wore А CARRIERS, with or 

INDEPENDENCE Unaffected by breakdown of public THE CAM | without: nest of circular 
power supply services. à - boxes 



























RECTANGULAR IN- 
SULATED FOOD. CAR- 
RIERS to hold baking 


tins 















When writing jor i 
particulars also ask | 
for details of ESSE H 
Steam Cooking 
Equipment, which 
incorporates the 
latest approved 
safety principles 
with modern design 





















TEA SERVICE 
TROLLEYS 



























i ‘ , " rife for fuil да xs б 
Head Office & Works : BONNYBRIDGE, SCOTLAND | Сат? Potato Chip Gutter bb cir pape x 
: London Showrooms : — . м у 3 
Conduit St, МУЛ & 1! Ludgate Circus, E.C.4 KITCHEN MACHIN ES LIMI E D : 
[LIVERPOOL - ^ -  - 20 Canning Pla ; ч n 
EDINBURGH | lI Greene расе GE 7, Sicilian Avenue, Southampton Row, London, М.С. i webs, 
LASGOW б. 1 -Dixon Street; C ] : = 









PEAKING at a "Lightn 
“Trust? conference held. 
in Birmingham when. fact 

ves and electrical engi 








engineers discussed 
“their common problems, Sir Duncan 
© Wilson, chairman ot the National 
‘Industrial’ Electric. Lighting | Service, 
aid he was astounded at the apparent 
difference of manufacturers and 
‘operators alike to adverse lighting con- 
‘ditions... Correct lighting improved 
‘output, but was not obtained merely by 
eplacing burnt-out lamps with those of 
brighter power. 
Mr. R. C. Ackerley said that lighting 
better than the mandatory. minimum 
was chiefly required either for work 
hich. was particularly dangerous or 
here- production must be ‘stimulated, 
effect of better lighting was to 
e operatives to see more quickly 
"and surely, thereby increasing output 
nd reducing spoilage, while at the 
“same time it improved welfare and 
“resulted in less absenteeism. Не 
“suggested. that the LE.S. Code recom- 
nded: fair¢average levels of. reason- 
bly good industrial lighting, but that 
he present situation as. regards labour, 
aterials and fuel made it necessary to 
se discretion in selecting the factories 
parts of factories to be re-lighted. 
 Redighting should be. confined to 
"areas. where :-— 
(1) existing illumination is either below 
«the mandatory minimum or. is less 
than 50 per cent. of the appropriate 
mean LE.S. Code value, 
existing lighting gives rise to serious 
"complaint by the workers, or where 
serious glare or troublesome shadows 
€. present; ANS DET 
there is reason to believe that pro- 
on ^ would be substantially 
improved thereby. 
revention of shadows and glare 
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London Office - — - 
Phone: WAXlow 2366 (8 lines) 







largely a matter of using modern 


її ШЇ CONSTRUCTION 


Building and Civil | | 
Engineering Contractors — P" 


10, ST. GEORGE STREET, LONDON, wi 


~ And Branches throughout the Count 





the 
was 


right places, but 


reflectors” in 
still - prevalent, 


reflected glare 


particularly in the Birmingham area- 


where a large proportion of. factories 
were engaged on metal work. To 
counteract’ it, the light sources. used 
should be of large area and low bright- 


ness, ie. industrial diffusing fittings, 


indirect lighting, etc. 


I.E.S. 9 Points 


1 Low Voltage Equipment 
There аге no particular reasons for 
using low voltage equipment, instead of 
normal mains voltages for local light- 
ing, other than the extra electrical 
safety, greater. robustness and smaller 
dimensions of the former. 


2 Alternative Schemes 


In view of the shortage of competent 
technicians it is difficult to understand 
the insistence of alternative schemes or 
estimates being prepared by two or 
three different lighting firms. 


3 "Trial" Installations 

Tact is needed in dealing. with 
workers who insist on unsuitable or 
illegal forms of lighting. Hinting that 
an improved installation is being used 
for a fortnight's trial is likely to over- 
come resistance. 


4 T.E.S. Code Values 

The present recommendations of the 
LE.S. Code are not fixed; they repre- 
sent reasonable modern practice, taking 
all relevant considerations into account, 
but they are almost sure to be revised 
in an upward direction. 


5 Mixed Lighting 
Tubular’. fluorescent ` lighting is 
entirely suitable as а local-addition to 





- - 


`7 -Supply Gf Materials: 


At left is shown the-usual, but incorrect way 
_ of mounting a lighting fixture. Light rays, strik- 
ing the work area, are reflected into the eye 
m contrast fo the correct location shown at 
~ the right whereby rays are reflected away from 
the worker's normal line of vision shown ín 
both cases by arrows. 










































general Tungsten lighting; the reverse 
method is of doubtful value and is not 
likely to be employed to any large 
extent. 


6 Accidents 

Reportable accidents in factories 
totalled some 43,000 in 1939, with an 
increase of about 24% in 1940. Non-: 
reportable accidents are considered to 
have tripled in. number; all those lead 
to loss of time and morale. — 

A member of the aüdience emphatic- 
ally declared that the mandatory 
minimum illumination. for steel. rolling 
mills (2 foot-candles)-was not sufficient; 
this was a key industry and lighting 
of à higher standard; should Бе 
compulsory. : 


Shortage of materials: for making 
reflectors, etc. need not. necessarily hold: 
up re-lighting schemes. Steel, etc. could 
be made available on application. 


8 Automatic Starting Switches 
The life of the automatic starting 
switches used with fluorescent: lamps: 
could not be precisely stated at present, 
but they are normally expected to last 
at least as long.as four lamps. : 
9 Drawing Offices.  . : 
Drawing offices rank for inclusion in 
the grant of financial assistance made 
to certain vital factories which, under 
the Ministry of Supply Act, may be 








үс OU CAN HAVE ABUNDANT LIGHT OF. DAYLIGHT 


: АЦ. THE TIME AT LOW 
RUNNING COST 


FREE ADVICE | 
fe will gladly send a | Ке E DAS 
ighting Engineer to ad- | FLUORESCENT TUBE 
vise you on a Lighting | Provides light of DAYLIGHT QUALITY with an 
lay-out using these lamps, | efficiency approximately THREE times that of 

without any obligation | ordinary gasfilled lamp of comparable wattag 

i lt is cool in operation and the surface bright- 
Write for List Numbér 976. ness is of a low order (consumption 80 watt ). 

[ENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 38-9, UPPER THAMES STREET, LONDON. EC 





“CHARTERHOUSE” 
REVOLVING TRAYS 


: '(PATENT APPLIED FOR) IE 4 LINGE. 
‘Just: as necessary in the Office or Works as a Calculating i | d P 


"Machine or a Costing System. They enable the busy worker 


| to EA with papers systematically, and are always handy but | becoming more exclusive? 


EACH TRAY It certainly is, in the case of IM 
IS 
EASILY 
DETACH- 
ABLE AND 
AND | INTER- 
KEEP THE | | CHANGE. | 
DESK TIDY а А ABLE ^| 


STEEL TRAYS 13} X 9) x 23 ins. p ness ís-due to War resericlon ind. 
ILLUSTRATION SHOWS TRAY DETACHED iB demand—being narrowed down, certain typ 
THE TRAYS SWING BACK LEAVING THE DESK CLEAR || | still available to maintain “ Pedigree " гери 
omes — x | for utmost indelibility and. maximum number of. 
copies in manifold duplicating. SM 


© CANES COULD: | Alsomfor Office and. Draughtsmen’ s use—a limited 
ЕТ | range of “Kings Own" ME Graphite Pencils 
Radiant Moiks | (* Pedigree’s '' own cousin) is still obtainable, But | 
| be patient with your Stationer, if he can't obtain 4 
BARNSBURY PARK | | *too much of a good thing." Py 
LONDON - Ni | ш 


т D AT THE BIRTHPLACE OF PENCILS 
Telephone: North 4457. PRODUCE f 


Mm ШИШИ PENCIL CD 2 KESWICK 


AK TRAYS 3] X 9» X 2p ins, 77 08 











ales & Enquiries to:—BRITISH PENS LTD. s; 
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Ву JOHN ALLEN MURPHY. 


N the present war, production is 
L.being greatly speeded up by adapting 
: known processes and existing equip- 
ment to other applications. Production 
bottlenecks are caused by shortages, 
particularly of materials, machines, and 
egüipment. These. bottlenecks can be 
partially overcome by getting more out 
ofthe machines and equipment already 
in use. This could be accomplished if 
the time of each manufacturing cycle 
ould be reduced. This is now being 
ne successfully in many cases. 


‘Chlorine, Not Refrig- 
eration Cured Cooling 
Trouble 


exdinple, a manufacturer of 
moulded rubber goods was bothered 
ecause of the time it took ta cool his 
ulds. Circulating cold water through 
he moulds did not work fast enough. 
it was decided to install an expensive 











" AIRGRAPH | 
letters to and from Н.М. Forces overseas—- 


firm which evolved the '*Airgraph'' Process. 


sensitised materials and prints.) 


à £3600 documents сап be recorded on roll of * Microfile" 3s mm. film shown. 


The most treasured phato-records in the world —are *Airgraph'" 


in your copying problems: you cannot do better than consult Kodak, the 


{‘Airgraph”’ is a registered trade. mark of Kodak Lid. for photographic 








| Problems. 


reirigeration plant to provide: е 


water. 


At this junction certain marinac- 
turers, among other ` things,- of 
chlorinating equipment, were consulted. 
The firm’s engineers were familiar with 
the problem. They knew that very 
often organic growth forms in pipe 
lines, moulds, or receptacles where cold 
water flows. It was this growth which 
was retarding the flow of water and 
thus slowing up the cooling of the 
moulds. | 

What was needed was not colder 
water but some means of preventing 
the formation of organic growth in the 
water. An installation of a chlorinating 
unit did the trick. 

Similarly in air-conditioning 
systems, the heat exchanger :coils 
become coated with slime and do not 
carry heat away as rapidly as they 
should. Also in power plants the 
cooling water used on condensers is 
frequently subject to slime growth with 
consequent reduction in overall 
efficiency of the plant. АП such pro- 
blems can be eliminated by the instal- 
lation of a chlorinating unit. 

The thing for a manufacturer to 
realise is that if he has a tough problem 













“from his own. "His job is А find where: 





to his. own problem. 


ps іп so О 


this solution is and then to apply it 
Те is by following 
some such course that numerous manu- 
facturers are speeding up defence 
production: 


2 Gas Company's Hot 
Air Installation Ended 
Bronze Casting Faults 


A gas company in New ‚York has 
developed a remarkably effective 
quickening process for drying moulds, 
which are used in casting large pro- 
pellers of manganese bronze. The old 
method of doing this was slow, labori- 
ous, costly, and done at the expense of 
much discomfort to the workers. he 
customary method was to place a coke- 
fired salamander in between each drag 
on the floor. To keep the heat in, the 
drags are surrounded by heavy: sheet- - 
iron plates. 

There are many draw-backs to this 
method. In the first place, working 
conditions are unbearable. The. crane 
operators have to wear masks, and the 
floor men suffer from fumes and 
smoke. Also, the method gives imper- 
fect results. Often sections of the 
propellers are porous due to moisture 
left in the moulds. The moulds seldom 


(Concluded on page 38) 


SECURITY г PERMANENCE 
for vital records 


Documents, plans, charts, statistics can be easily recorded on miniature film 
which, occupying negligible space, can be stored in a place of safety. 
originals аге destroyed, enla:gements can speedily be made. 

| Many documents have, тапу case, to be destroyed after 
а time, to save space. 
recorded on © Microfile? film ?—they can then be pre- 
served indefinitely. 


If the 


Why not have them conveniently 


Kodak Copying Service 


Single documents, with maximum vidtli of: 104 inches but 
unlimited length can be reproduced on 16 mm. film at prices 
from 2/- per 100 facsimiles. 

Bound ledgers, deeds and other documents up to 17 x 22 in. 
сап be reproduced on 35 mm. film at prices from 12/- per 
100 facsimiles. - 


Full particulars from Department 19, 


KODAK LTD. 


Recordak Division, ADELAIDE HOUSE, KING WILLIAM ST. 
LONDON E C4 & H PETER. STREET, MANCHESTER 















Yes, is your factory free from work-weary faces? That drawn. 
tired-out look isn't only a sign of overwork— it's caused also by 
incorrect factory seating. "Го keep alert and happy, workers 
must be supplied with seating that gives them correct spinal 
support. EVERTAUIT steel works seating is scientifically de- 
signed to eliminate fatigue, thus ensuring full concentration. 
Strongly built to give years of hard wear, EVERTAUT steel 
works seating is a vital contribution to 
the health of employees, Now is the time 
to install this seating in your factory 
and make sure of full-speed production. 







Send to-day for informative literature dealing 
with EVERTAUT Steel Works Seating to: 
EVERTAUT LTD., Walsall Road, Perry 
Barr, Birmingham, 22. 





\ STEEL WORKS SEATING * 
KEEPS WORKERS "ALERT - : 


YOU WON'T INCREASE 


YOUR OUTPUT 
IF STORAGE IS 
A PROBLEM : 


We Can Solve It 








-LOCKERS 
WORK-BENCHES 
TOOL CUPBOARDS 





lllustration is a 
STANDARD BIN 
70 x 3'O x 2'07 
WITH ADJUSTABLE 

SHELVING 


STOVE ENAMELLED 
OLIVE GREEN 


STONEHOUSE STEEL EQUIPMENTS 
WEST BROMWICH 


"PHONE: 0405-6-7 ‘GRAMS: "STEEL," WEST BROM: 

















| “THE SUNSHINE BELT" 


Indoor and underground workers react 






















with marked benefits to ultra-violet 
sunrays. One of the latest installations 
of welfare sunbaths is at Manvers Main 
Colliery, where miners coming off shift 
step on to a conveyor belt after their 
pithead shower-baths. During the next 
2j minutes they. pass between batteries 
of sunray Lamps—first of warming 
infra-red Sollux Lamps, then of vitalizing 
ultra-violet Alpine Sun mercury arcs. 
This installation also was designed and 
equipped by Hanovia Ltd., of Slough. 





Know these names ?— 











Віче Biae гї 
ү, Lid; Bristol Aircraft бо, 
Cadbury Bros, Lid; А, C. 
Parkinson, Ltd.; Cunlfie-Owen Air- 
de Hav Анета Co. De; 
rie Ford Moter бо, 
& Co. Liíd. 
Alfred Her. 

Navy 








Cossor, Ltd.; 
eraft Lid.; Daimler Ce 
Electrol Lid.; En 
Ltd.; G v City Роне 
Haria neering Co, 
bert, Hercules 
(Several ships and s 
tosh Ltd. 
Lid.; & Price, Ltd.; vers Main 
Marconi Wireless; Marks & Spencer, Ltd; Metal Box Co. Ltd. 


List shows a few users of Hanovia Welfare 
Suniamps. For more names and full informa- 
tion see booklet “FITNESS IN INDUSTRY 
free on request. 



















іла; H. J. 
cle & Motor 
e depots): LC 


Ltd.; 
Lid 





Co, 























oh 


enclosure is! - 


Advertising Minima 










may have clippings .of the 
"paragraphs to which their 
attention should be drawn, it is 
advisable to attach а card to 
4hé copy, marked | distinctly 
"МОТ TO BE CUT UNTIL 
ORETURNED TO Mr. Blank," 
followed by a list of the 
articles, etc. and the people who 
should see them, It will not 
ke long to check through any 
issue-—especially now that most 
f them. are very small indeed 
—and for a typist to make the 







































ourney.around the office and 
works. 


which are 
mbering are these : 
^ Don't address а small enve- 
lope when "enclosures" are 


eie et ttt ai ee 


worth 


itsel 





your problems regarding 






men, works managers, 






Everybody's business has. these days to adapt 
to war-time conditions, 
books which’ goa long way towards solving 


management, 


FACTORY ADMINISTRATION IN PRACTICE 


Ву W, J, Hiscox and John’ R. Price, А2С.А., A.C.W.A,, etc, As n 
practical work of reference the book’ makes а strong appeal to all 

Огу ` departmental 
J active member of the factory administration staff. 





E or two of these sug- 
estions have. possibilities 
ertising- media; which in 





^thése times 15-а definite recom- 
mendation. : d 


(їз) Slogans could be- printed 
on the. smaller "half" of the 
gummed labels which are now 


‘used for re-sealing envelopes. 


'This folds over the back of the 
enclosure and.need not distract 


the postman's attention. from 


the address. 

(2) Leaflets run out and can- 
not be repeated, but their 
message, suitably condensed, 
сап be carried on the backs of 
ordinary letters. This space can 
also be used for plans, etc., so 
long as the paper is of fairly 
good quality. 

(3) Box your létter-headings 
to one side of the paper when 
you are ordering a new supply 
of stationery, The space saved 
may spare a continuation sheet, 

(4) Don't slit envelopes wide 
open, You can extract the con- 
tents just as well if you shorten 
your cut by an inch or so—and 
the re-sealing labels will. be 
much more effective as well as 
tidier, i 


VERYBODY’S BUSINESS | 


Here are some 


reorganisation and 


foremen, and 


The difficulties 


every 


l 1 
ind out. first what size the. 







carbon papers. Бот instance, 
owing to t 


and qualities of carbons. all. 


staff should be instructed that 
standard-weight paper is for 
general use, while feather - 


weight carbons are only for use . 
when eight to twelve copies are. 
to be made. Similar instruc- 







tions regarding other papers 
will also ensure that they are 
only used in their right places. 

A good set of rules for the 
care of carbons should include 
the following: 

(1) Keep carbon paper away 
from all sources of heat, Heat 
makes the paper curl and causes 


different weights 











frequent interval 












ly. [tis made of tissue 
is delicate. pU 
^3). Remove sheets from the 
folder only as they are needed. 
The folders are put in the box 
for the protection of the paper. 
(4). Carbon. papers should be 
reversed top to bottom at 
an order to 
distribute wear ovér as large а 
surface as possible. | 

(s) Remember that the life' 
of the carbon is in the tissue 
and not on the surface carbon. 
Proper reversing will make a 
sheet usuable long after it is 
apparently worn down and 
transmits light. 













Why Give Verbal 
Orders ? 


ERBAL orders can be mis- 
understood, disobeyed, for- 
gotten even by the man who 
gave them. Verbal orders in 
war-time can be dangerous. 
Why not copy Army signals? 
Small pads can be made up of 
“scrap” paper and used for 
inter-office memos, They need 
printing with spaces for “To” 
and “From,” the date and a 
special space.for “Subject.” 





Every Letter Arrives 


WT often happens that large 
firms find that incoming mail 
does not clearly indicate to 
which department its contents 
refer. In spite of references, 
stickers and other aids to 
efficiency in this respect, corres- 
pondents are always liable. to 
reply without апу guide what- 
soever. DAS | К 
Letters of. this. sort are 
generally routed to the depart- 
ment which the mail clerk 
(Continued on page 36) 








and troubles encountered in the workshoy 1 i 

d , p are fully appreciated and 

Giving OF аза, By iene oe t designed to help in the 
"ung ^ se problems, ustrated with diagrams and specimen 

, forms. $8, 6d, net, Fifth edition, ; аг о 


FACTORY LAYOUT, PLANNING & PROGRESS 


OW, od Hiscox, А second edition of .a book by a man who 

ghiy understands the ethics of factory planning, and knows 
п manifold problems arising out of modern industrial conditions. 
d specialised and. yet а simple treatise on the development of work- 
shop organisation, Everyone interested in the progress of the factory 
will fod this book of essential interest, 7s, 6d. net, 


. MODERN WORKS MANAGEMENT 


By. б, Samuel Mason, B.Sc, M.LChem.E,, ete. This book, writ 

y a St. M. РА . book, written 

By acknowledged authority бй the subject, clearly discloses the 

: үң ation : of t hundreds of wor problems with which 
Г m ger and his staff may be faced, These examples 

& s afford clues to the answers to other and allied problems, 


ENGINEERING REORGANISATION 


^ By James J, Gillespie; The author of various other comprehensive 
treatises: has written. this book for small and large engineering 
companies not engaged. on continuo г mass production. He treats 
Mth a fresh. mi d of approach such subjects as the mechanics 

























































of qublity. control, planned inspection, planned maintenanc 
q y roL-. pl 8 y p enance, the 
drawing office, the fa oratory and human relations graphs. 128, Gd. net. 


‘PARKER. STREET. 
- KINGSWAY 


wc PITMAN 


Опе Machine does the work of Two | 


| Continuous Form Billing in addition to regular typing | 


| 

| Your typewriter actually does the work of two. machines 
| when used with ''Fanfold" Continuous Form Adapter, 
| because the many time and money-saving methods of the 
i Continuous Form Billing Machine аге added io al! the 
advantages of regular typing. | a 


{ "Panfold" Continuous Forms typed over eur Attachment 
| effect savings in Billing time and costs, rauging from 17% 
| to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 


"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get out ot 


anfoj, 


тело MARA, 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone:GLAdstone 5477 (3 lines) 












Wilkes’ Posteard Strips, 
made in handy form for 
CERTIFICATES thetypewriter, enable you 
to take the necessary 
copies too; The saving in 
postage more than pays 
for the whole cost of 
the postcards, 1,000 


И strips, giving 3,000 cards, 
(i e S saves in postages £6 ss. 
{ yet complete with your 


| tiame and address, the 
| cards cost only 56/- per 
с 1,000 strips (Plus pur- 
| chase tax, 30%), 


| Large ре Cards (4"X85]") 
х FK n e rs i 67/6 per ey strips (plus 
| Essential Orders 


only, please ! 


JAMES 


 MILNERS SAFE CO, LTD., 21, HAMPSTEAD LANE, LONDON, N.5, | BILSTON 


Telephone: MOUntwiew 6655. | М І l K E ы LT D. STAFES. 





Specialists in 


PRODUCTION коон | 
LAYOUT | 


AND 
DEVELOPMENT _ 
BUSINESS ORGANISATIO 
Design of 
Special Purpose Machir 























and 


T FISHOLOW Сай Parks solve ¿the storage Srolieni | 

; for both you and your employees. For you—space |. Industrial Equipment | 
is conserved and orderliness preserved; for your 
employees—protection to their property is provided. 


EUN satisfactory. Types to suit all sites. (Staff of Ex pert Production Econo- 
| FISHER & LUDLOW LTD. , mists and Designers at your service 


6. Dept.) Branch Works, Rolfe Street, Smethwick 
LEONARD HALL & СӨ. 
Consulting Engineers 
9, HANOVER SQUARE 
LONDON, W.1 


t —— il —ÁÀ 








Don't sign’. it. for (a 
moment Sir! An extra 
machine may "ot solve 
their output problem ! 


We know thé goods are badly needed, We 
: паб: on paper another machine seems a 
osensible’ answer, 
But may not the real reason for wanting one 
ре that the ting plant is not 
“producing up to its potential maximum? 
Can't we save this machine (which somebody 
else. needs desperately) by improving the pro- 
n from those others? 
noa. surprisingly. Jarge.number of important 
‘and apparently well organised firms, Kardex 
¿has proved ^ that its planned control of 
materials, progress, and production results in 
greatly i ased output. 

s infact а system “machine” cheaper 
to instal. than the Shop machines to whose 
efficient working it is essential, 








‘Production Control,” by 
ALR. "kenn Dent. 504: 


i New ‘Oxford Street. London, W. с. 1 
Tel.: -CHAncery 555%. 


Fhe Ultra Lens isa revealing 
eye of six actual diametrical 
5.736 «area. magnifications, 
which brings out. points of 
strength or weakness. Whether 
are engaged in manufac- 
ying or selling, it is an 
-real value: No instru- 
gent you can buy, will more 
: qüickiy justify and pay for itself. 


osa scrutiny of every conceive 

ot, metals, tools fabrics, fibres, 

pn в, paint, print 

рев, biological, Pha botanical 
specimens, euttiug edges, fractured sur- 
facem, тазу rials, and- innumerable 
ther- purposes, tlic ULTRA LENS is 
nyaliuble uid presentsin many instances 
hitherto unsuspected data, which ean be 
used to advantage 


price ln Eat 20 complete in care with 
егу, X parent 


Postage abroad Дь, нъ. А 


тве Ultra Lens Company 
RICHARD BOCK - 
9? Finsbury Court, Finsbury Pvt. 
London, E.C.2, Phone! Clerk 1800, 


BRITISH MADE 


; Fully descriptive 
deafiet. on. request. 
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BETWEEN. FLOOR STOPS 


28-4 


Easy Access Spells 
Labour Saving. 
Layout of Mobile 
Bins in a Modern 
War Factory. 


100 Per Cent | Space 
Saved By Mobile Bins 


OBILE storage is novel but not 
entirely new : but Business has just 
been privileged to examination of a new 
installation so compiete as 10 be a fresh 
demonstration of its material-saving possi- 
bilities, The system which we have seen in 
process of installation in a war work 
factory of considerable importance con- 
sists of mobile storage bins which enable 
from 40-100 per cent. more goods to be 
held on the same ground space than when 
normal binning is used. 

The bins, as will be seen from the 
blueprint of the floor layout illustration, 
are run on light rails let into the floor and 
are mounted on ball bearings. One blank 
space in the first two "ranks" of bins, 
which are built up of ‘standard units, 
enables easy access to the third rank, the 
front two rows of bins being moved ‘with 
fingertip pressure even when fully loaded. 
A line of bins can be moved like a small 
train, with the slightest effort. 


Dm 


SHORT CUTS (coneld.) 


"thinks" may. be the one con- 
cerned. Sometimes his guess 
is right, but not always and 
valuable time may be. 105, 

One well-known firm has 
made a rule to obviate these 
delays. Every executive has 
orders to see that any letter 
incorrectly routed to his depart- 
ment is returned at once and by 
special messenger to the Secre- 
tary's Office. The Secretary 
himself then deals with the 
matter and something definite is 


done. 
Dont Forget the Human 


Factor 


HE "She Dragon" may be 
worth her weight in gold 

in your office, and again she 
may not.“ Efficiency of'a sort 
can always, even in war-time, 
be dragooned into the rank and 
file, but the cost of such 
methods needs careful watching, 
The woman head of a depart- 
ment can be, and too often is, 
a tyrant and none the less 
objectionable because. she 
"covers her tracks" by getting 
results of a sort, It is essential 
that where bullying is suspected 


(Concluded in column 3) 





It is claimed that by the use of this 
system not only can a good deal of steel 
consumption by way of new factory con- 
struction be entirely eliminated, but 
additionally that much time and work is 
economised, 


And it is added that for further steel 
economy the units themselves may be built 
up from panels of plastic or other fire 
resisting materials without loss of strength. 


The system has been largely adopted for 
the mobile workshops of the various 
Services, It is claimed that two such 
workshops can thus be made to do the 
work of three, again saving metal, man. 
power--and petrol. 

For postwar reconstruction work the 
system. will continue to render valuable 
service, while, the “Meccano”: type. of. 
construction of the units will doubtlessly 
be adapted for the rapid construction of 
prefabricated buildings for all [ипар 





ТНЕ РАСЕ THAT KILLS” 


A PROMINENT business; executive 
has just returned to his desk after 
nine months sick leave; His heart gave 
out. Having nothing better to. do he used 
to lie in bed and read tlie death notices to 
see how many. other executives died of 
coronary diseases. 

Ina study of several hundreds of 
coronary disease deaths, British insurance: 
companies. have- found that 95 per. cent.. 
of the cases were mèn; The a 
at which the disease’ strik 
Heart disease of all kinds, says one leading 
authority, is one of the greatest causes. of 
death, In the face of this it would seem 
to be good busmess to: make sure that 
executives approaching the dangerous age 
should be guarded against strain and over- 
work. We cannot afford to kill ; 
best executives..at an age when their 
services shouldbe of the greatest value. 








$ : (xg 
a strict watch should’ be kept 
and an example made of the 
offender. The "bo may bea 
beast, but he must be a just 
beast as Kipling’s schoolboy 
said, and the office staff should | 
realise that whatever rules are 
made are made for all, with no 
exceptions. 

'This 215: good. philosophy and 
it will yield real dividends. 
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BOILER 
® 
BIB & BRACE 









£1,000 







Hiustratiñg | 
"feet of part of сап 
= Stormor ” 





actual "Stormor'"' 
installation for a 
large engineering firm. 


shelving. 


TEC 
os Maximum STORAGE SPACE 
СОИС ОЯ Pty in any given area 
ones Maximum ACCESSIBILITY 





































7 to every compart 4 "rite lor 
‚ Maximum CONVENIENCE 27" and 
; PATTERNS jt 
Maximum мовішту | 4 
wean ge eee г А WHEELER & COMPANY D 
M J. GLOVER & SONS LTD. 97 LONDON ROAD, PLAISTOW, LONDON 


_ 41 GROTON ROAD, LONDON, SWI8  - PHONE: GMngeon AIT IF mnei © 
: Telephone: BATtersea 6511. | ; < 


E 6 RAPID” ENVELOPE. IMMEDIATE DELIVERY ; _- 


THE “KEMCLO” STOOL AND Lock 
COMBINED 
Pat. No, 536472. 





"Type E/3 electrically operated with automatic feed 
and self-sharpening Cutters. | 






MODEL 2 


Cap acity i | as illustrated 
1,000 Letters per | 25/- 
ийзе ^| EXTRA LARGE 


COMPARTMENT 
and SPECIAL SEAT 


WITH PADDED 
SEAT 30/-. 


OTHER MODELS 
FROM 14/6 ànd 18/6, 


@ ALL METAL 
CONSTRUCTION 


@ LOCKER UNDER 
SEAT 














Hand = * 
"Operated _ 
Rn апа Electric 

Models to suit 

every. office. 
© CAN BE MADE 


TO CUSTOMERS 
OWN HEIGHTS 


à Also cnvelupe Sealing Machines, 


~ INTERNATIONAL COIN | eee | 
‘COUNTING MACHINE СО. LYD. “ KEMCLO” HARDwARE C 
E f .. COLLEGE ROAD, -55 Netherwood Street, London, М 


CHESHUNT, HERTS. MAlda Vale 1331 = 
Phone: WALTHAM CROSS. 3241/2. bs 













dry evenly. Heat penetrati 
tain. Sometimes steam fort! 
| castings, causing them to be % 
The gas company began experin. 
i with this process for one of its Ж 
| tomers. It used a gas-fired air Пеаїет 
| to blow heated air over the surface of 
he mould, for the purpose of drying 
Cue mould тоге uniformly: and 

thoroughly. The experiment succeeded 
and is now being used by the customer. 
| It is accomplishing several things. It 
| saves time and labour and. discomfiture 
| to the men, and it has cut ће cost of 
| the operation about 80 per cent. Gas 
| drying is a long established process, In 
this case it has been merely applied to 
| a new use. 


































Records cost money. Are you ge E. 
paying to hide vital facts ? = Ey 7 
Shannon Visible Records give a 
panoramic view of Key facts— posting 
s many times faster than in books. A . s] 
unique all-steel Suspension holds. the 
‘cards. securely yet gives maximum 
freedom of movement. Cards are 
stantly removeable. Both sides of 
every card is available for posting and 
reference Auxiliary sheets multiply the 
ife of the cards. Let us show you how 
Shannon Visible Records will help your 
control and profits. 


З Textile System of Air- 
| Conditioning Saves Machine 
Tools, Improves Product 


Air-conditioning is extensively 
| employed in textile mills, and in other 
| industries to obtain moisture. and tem- 
perature control. This is another manu- 
facturing method that is being extended 
into additional industries. 

For instance, a tool company in 
Pennsylvania, manufactures high 
speed grinding machines, which work 
at enormous speed. These spindles, 
because of the expansion and con- 
| traction. caused. by atmosphere varia- 
tion, could ‘only be assembled with 
perfect accuracy in an air-conditioned.. 
| room. cog Ain Ee 
| Likewise a plant on Long Island 
| discovered that the manufacture of 
| these delicate instruments requires an 
| air-conditioned plant. In this plant it 
| was necessary to maintain the humidity 


RECORDS y Oq | 
7 | at no more than 35 per cent. It was 
| important to have this constant low 


v wd 1 : x | i E , = agi б К елы 
eve all the auswers-instartly "uS Ve wo 
| accurate testing of the instruments. ^ 


MPERIAL HOUSE, 15-19, KINGSWAY, LONDON, W.C.2 
| t. Birmingham, Bristol, Liverpool, Manchester, Glasgow (Agent) | 





ni 


Quality Equipment of every hind, 
filing; systems апа. supplies, 
visible record systems and office 
furniture may be inspected. at 
our showrooms. throughout the 
country. 






















PATENT TUBULAR STEEL NESTING TABLES 
- - -AND CHAIRS 
раї, No, 344,159) 
We regret we- аге meantime not in' a position to entertain = 
enquiries for our regular lines, unless a LA priority can be. 
furnished. To all our customers we offer our apologies, and 
they can rest assured we shall return to normal conditions as 
soon as circumstances permit. i 


.. WORKS, OFFICES, SHOWROOMS 
WATFORD BY-PASS, WATFORD, HERTS. 


Telephone: WATFORD 5631 (5 lines), Telegrams: COXANGO. Phone WATFORD. 


































cash ever арреа 
hus, the copy-stat 


ly complete Sales Ledger record. 
medied in the following manner. 






nt number and placed in. the. Tabu- 


details of eacli settled transaction. 


the "Unpaid" tray. 


tomer's account number and date. 






forward balances" The rigorous check 
imposed by the Cash Proof Tabulation 
results in the immediate detection of those 
;Armritating. differences of a few pence 
"brought aboüt by the customer who rounds 
ff his remittance to the nearest. shilling. 













es in the extreme facility with 
an analysis of the “Sales Ledger 
Balances" can be made. Cards from the 


do not provide a 


clerk. controlling the. “Unpaid” tray | 
immediately straighten these and | 
tems by. punching a "Discount" | 
for theé-odd.pénce, "Another advan- | 


ek the cards accumulated in the- 
ray аге sorted into sequence гоі 


lator.. This machine; employing the Sheet | 
Feed Device and.a Designation Indicator | 
(to tell the operator which accounts have | 
had. movement), proceeds to post on to 
individual customers' "History E ee full | 
iato 
is required to know the exact position of | 
<a customer’s account during the current | 
. month reference is made to the cards in | 
This is why it is | 
desirable that these cards should at all | 
times be kept filed in sequence of cus- | 


orting document number printed | 
There can be no disputed or | 
ns lumped together and hidden | 
behind the narration "Balance." Further- | 
“more, no effort is involved in "bringing || 


“Unpaid” tray can be sorted and tabulated | 


‚ to give a “break-down” of. the asset 

;s"Sundry Debtors” into age groups. 
“The only disadvantage of Method С is 
that some statements are apt to be very 


long since they itemise every outstanding 


invoice. 
For the sake of simplicity, the inaugu- 


ration.of a new business was assumed, In | 
„actual practice, where a firm wishes to | 
convert its existing Sales. Ledger to | 
hed cards, employing method "C", it | 
з necessary to punch a card for each out- | 
“standing item at the date of the change- | 










over. 
_Two suggestions may. be mentioned as 
aids to the clerk pulling cards from the 
"Unpaid" tray, 


‚ (а) Each month different coloured | 
cards should be used when punching debit 
items, ер: 


For January and July use Manilla cards. 


» February & August „ Yellow 

w March & September ,, Blue n 

“ys April & October » Brown 5 

“a May & November , Orange ЭЎ 
s June& December, Grey 


” 


Thus when dealing with April remittances 
_ Clearing “February items search will be 
concentrated. on yellow cards. 
UC. All debit cards could be passed 
through an “Interpreter” or “Transcriber” 
50 as to print along their top edge the 
information punched into each card, 
thereby: facilitating reading, 
Next ‘month we shall describe System 
^D" which is much more of an innovation 
than that explained above, : It has the 
dded advantage of being suitable for. all 
Brems, whether users. of. Punched Cards ‘or 
а е М 









































DUPLICATOR CO. LTD. 


ASTOR HOUSE, 


LONDON, W.C.2 
‘Phone: Но, 


: BUSHEY HaLL ROAD. | 
MAKERS OF BRITISH DUPLICATING EQUIPMENT: 


Ellams- Carbon Pap 
larity some forty years 
were the first Carbo 
World. to be cle o. 
smudgeless in operation. < 


To-day these: things are. 
granted and the outstandii 
which: causes so many users to 
Ellams. Carbons is Economy 
cheapness in first cost but Lon 
you can use them time and ti 

They will still be. giving good 
when two or even three lots of 
of lesser quality (although 
less in price) have had their d 


Write for full. information. 
















ALDWYCH, 


5366, 
Bushey 4554 








Night-Shift Difficulties (concluded) 


Here we get to the crux of the pro- 
blem. The night shifi demands far 
more extra supervisory talent than is 
available in the average plant. 

But most successful organisers of 
night shift work appear to agree on 
there being only one drastic remedy, 


sIt is to insist that a few first-rate fore- 


men, charge hands, tool setters, 
operators, store-keepers be taken from 
the day shift and put on the night 
shift; to train some of the best of the 
other workers; to see that a director 
and a works manager. of first-rate 





ability be -constantly on the job with. 


every night sh 







‘editorial matter c 












Some of these directors 
as: to insist that loss of a 
night shifts is entirely due to it 
management, This is a hard 
and Í think they will be so 
it to prove it, But there ar 
examples of high output by hij 
to suggest that average results can be 
enormously improved by the methods 
indicated, А 

Paper must be saved as мен as sal 


So BUSINESS makes a further cont 
reducing its page size, From the Mu 
type page will measure Sid o 8 
of Win, x Tin, A saving of 12] per 
thus be made in the paper used, — D DAN : 

The reader will not suffer. Ву. using. point: 
instead of 9point type, the зайн am E. 
Ве printed as het 








ged. 
on by 
A M 
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'ONTROL CLOCK 


М  ALL-BRITISH 
PRODUCTION 

























Supplied to: 
GOVERNMENT DEPTS., 
FACTORIES, WAREHOUSES, 
BANKS, RAILWAYS, 
HOSPITALS AND 
COUNTRY RESIDENCES. 


ENT’S RECORDING CLOCK is the 
most perfect instrament on the market | 
"for checking the actual time of periodical | 
swisits of inspection. 


Once locked there can be no interference | 


‘clock and, keys. A key is fixed at every 
station at which the watchman has to visit, 
and.by inserting the key an impression of 
^, the type is 
dial. within the clock, thus giving the time 
the watchman is at the respective stations. 


"The. dials when filed afford a continuous 
day-to-day record. 


‘Precautions have been taken to prevent the 
watchman tampering with the clock. 


“A number of stations can be checked with 
х fart clock. 


. E. DENT & CO. LTD., 
. . Watch and Clock Makers, 
41 PALL MALL, S.W.I 
Telephone: WHI. 2811. 
ALL PARTICULARS SENT ON 
APPLICATION 
Works: 
CLERKENWELL. 





TRADE MARK. 


printed upon a revolving paper | 


|! REMOVING 
|! PRODUCTION 


IS THE 
| KEY TO 
| SUCCESS. 


| productive 


| strain every 
| duction 





KINKS : 
CONTROL 


INKS in the ideal "hosepripe" of 
modern factory production are always 
of irritation and delay 
often be extremely dangerous. 
more than ever it is essential to 
nerve to prevent war pro- 
slowing down through delays 
further down the line—delavs that could 


and can 
To-day 


| be avoided. 


Kinks occur at the raw material intakes 
(the term being used for all material 
which is actually processed in the factory 
before assembly); kinks occur in the 
storage department where finished com- 
ponents await their turn for the assembly 
line, They can occur further down the 
| materials pipe through mis-handling of 
tools and mis-timing of jobs, 

The ideal factory loading is not incap- 
able of.achievement, but it needs perpe- 


| tual vigilance if it is to be maintained. 





L 


To act as a perpetual guard over-all the 
potential causes of hold-ups needs a cast- 
(Continued in next column) 


BENCH COMFORT MEANS 
BETTER OUTPUT 


ACK of comfort--of accurate position- 

ing for the job in hand-—ieads 
inevitably to decreased output, to “fed- 
up-ness" and possible illness. Today these 
things are more serious than ever, and it 
is essential that the utmost production 
should be sustained by every available 
means. 

Evertaut Ltd, whose adaptable chairs 
are already well known to most employers, 
have recently issued a revised and up-to- 
date booklet, entitled “Sit At Ease," in 
order to emphasise the value of cor rect 
posture in the majority of factory and 
office jobs. The publication is well pro- 
duced and the Editor rightly stresses the 
national advantage of comfort. 
illustration points the 
this vital point, 


«Readers are invited to make use of this valuable 
information, The name and address of the manu- 
facturer of.any product described may he had on 
application ta the Editor, BUSINESS, Whitefriars 
House, Tallis Street, London, E.C.4.. 

@ Manufacturers and distributors are invited to 
send complete. information about their NEW 
Products for inalusion in this feature. 


Adequate | 
moral of neglecting 


iron system that eliminates as far as 
possible the human element of error, 
We illustrate on this page one such 
"control" ‘from a series which is being 
widely used at present Many factories 
on war production have installed these 
safeguards, details of which will be 
provided on application to the Editor. 


NEW METAL DEPOSIT ON 
PLASTICS SAVES COST 
AND WEIGHT 


EWS of a novel process. for coating | 

plastic (synthetic resin) surfaces. with 
zinc, aluminium, copper or tin is given in 
a recent report by the National Physics 
Laboratory, "Tests have been carried out 
to determine the value of this system. of 
"bonding" particles of metal into the 
particles of synthetic resin in order to give 
adequate and permanent electro-magnetic 
screening. 

The report concludes that the electro- 
magnetic screening properties of the film 
of deposited metal are approximately the 
same as those of tinfoil 0.02 mm. thick, 
and it would seem that the adoption of 
the process will save a very considerable 
amount of metal. 

Added advantages are, of сойгве,. the 
elimination of the extra metal screen as 
at present necessary, and the possibility of 
building lighter instruments and equip- 
ment from the sprayed substance. 

Further particulars may be obtained on 
application to this office. 





CLEAN WIPERS FROM OILY · 
WASTE 


E learn that there has been a recent 
improvement in the о of 


oily and dirty rags, sponsored by a well- 
known firm of cleaners. 
Such fabrics have up to now been 


destroyed by this firm, but they now state 
that they are getting good usable wipers at 
little cost—and helping the war effort as 
well, 

Particulars of the process 
obtained’ through Business. 


may be 















WAR-TIME WINDOWS SAVE 
FUEL THROUGH SPECIAL 
FITTINGS 

: Г : 


the underground booking hall at 
еісеѕіег Square tube station Stagg 
and Russell Ltd., the fashion house, have a 
series of display windows. Lighting for , 


these has been held up for.some time owing 

to the.war, but they are now equipped and 

serving their. purpose all round the clock. 

Mr. A. W: Jervis, the firm's chief engineer, | 
“decided in the interests of fuel economy as 
"wel as. of light saving to instal "Sieray" 
“reflector. troughs fitted to the window 
тізеге This has, of course, saved material, 

The lighting, illustrated above, is effective 

and actually gives around 30 foot-candles 
as compared with 15 under ordinary con- 
ditions, | , . 

But additionally it has saved no less 
than 13,000 kilowatt hours equal to several 
tons of solid fuels. 

E: publics attention to this effective 
conomy is attracted by special 


ғ 










А, 


ей, іп the. windows; e] 


O VITAL QUESTIONS FOR 
TRANSPORT CHIEFS 


RANSPORT managers ate interested 
X іп. уо: important questions. Firstly, 
сапа worth-while economy be made by 
reclaiming used oil- which would other- | 
wise be discarded? Secondly, can. engine 
wear be reduced by purifying the oil in | 
engine sümps at frequent intervals? 
The-answer to the first question is that 
any oil user can make a saving running 
into hundreds per cent. per annum on the 
outlay by installing a filter of ‘suitable 
sies ЛЫ ше 
The “filtration costs are negligible and 
simple: arithmetic, in connection with ару 
particular size. of filter, will show how 
it repays its cost within a few months. 
`a Regarding the second point, there is 
"authoritative evidence to show that the 
savings im engine wear made possible by 
oil filtration are more important ever than 
‘the direct-savings in oil costs, ` 
‘The. proceedings of numerous technical 
societies-and publications of oil companies 
and engine makers carry frequent appre- 
cation. of Stream-Line Filters, whose 
products, state the manufacturers, have 
_demonstrated the great advantages of 
“systematic and efficient filtration. 















В.О.Т. RECOMMENDS PITCH 
E:Board of Trade in a -recommen- 


H 

: T dation to industrial consumers of 
“heavy” fuel gives warning agai any 
change from.one fuel to another without 
considering what. supplies are available, In 
the case of users of creosote-pitch mixture, 
; t 15 recommended that to con- 
oplies of fuel oil and creosote for 
























HECK 
ACTORIES which specialise in the 

production ‘of weapons and arms 
containing a large number of small parts 
are constantly faced by the problem of 
moving those parts. froi the stockroom 
to the assembly room with accuracy and 
rapidity. 

One way of solving the problem is by 
using two printed forms—the “Bill of 
material’ and the “future delivery slip.” 

The bill of material shows full particu- 
lars of the goods that are actually in 
stock at the time they are required in the 
assembly section, 

The future delivery slip contains a 
detailed account of the necessary parts 


ger" 


aa 


that are mot in 
sent to the st 
foreman in 1 
a duplicate 
it until the 
stockroom, 
obtains the 
These two records form 
check on all material d 
stock-room to thea: 
their careful use. preve 
confusion.that arises 
made їо differentiate Ъ 
which are immediately à 
which аге not actual 


coved ? 


PIECE WORK TICKET 7 


ORDLR No (5223) АРЫГ: 


одну 


сору of the slip 
additional part 
He then-retürns 
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goods in exchange, 
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NUNG, 

B&A SIMPLEX 
Mechanised Production Routine 

guarantees accurate costing data. 


Write for particulars to the Systems Department 


Telephone: Trumpington 305 (3 lines) 


Manchester, Newcastle, Nottingham, Sheffie 

















BLOCK & ANDERSON LTD. 


‘OLD MILL HOUSE’, TRUMPINGTON ROAD, CAMBRIDGE: 


Branches at Belfast, Birmingham, Bristol, Cardiff, Glasgow, Liverpool... 
А d. бошат | 














RAWINGS - MAPS - BLUE PRIN S - DOCUMENTS | 
N BE COPIED wit APPARATUS 
asing demand necessitated by No Dark Room ФЙ І DEA ones 


Patent 
upon industry's per- Pus 
“in the. first place to 
fice, The Ruthurstat process is in 




























| ef Engineers’ Drawings to six weeks, at a cost of 

£1,500, as. against £4,500. In addition to its 
importance to the Drawing Office, it serves as a 
general utility unit, interdependent with the whole 
“organisation. | 


The strain placed on executives in 
relation to Government Forms, Tenders, 
Contracts, etc. (which. require many hours 
laborious typing and checking), can be 
relieved by. the. installation of the 
Ruthurstat process, which enables yeu to 
obtain. exact errorless copies of vital 
documents. - 


































The Ruthurstat 
Electro-Copyiet 


i UTH U RSTAT LT D s = N of sizes from Office Models 
(557154243. ASTOR HOUSE to 42 in. X 32 in. Engineering Models 
LDWYCH | LONDON, W.C.2 


HOLBORN 4737 





an 10 
ours typing 

reduced to 30 minutes - 
6 months tracing reduced to 2 weeks 















Your 
Wastepaper 


15 urgently wanted for 
essential war purposes! 


ARE TOO 
NUMEROUS | 
-T00 GREAT 


-DON'T TAKE THEM! 
usiness risks are many, and if not 
covered may mean heavy entries on 
- the debit side of the ledger alone. 
Comparatively small is the cost of 
effective insurance against: ` 
ж FIRE, BURGLARY, ACCIDENT 
- TO STAFF, MOTOR VEHICLES, 
- GRANES, LIFTS, BOILERS, 
MACHINERY AND OTHER 
. EQUIPMENT .— | 
Individual or collective FIDELITY GUARANTEES 
are also a safeguard secured at very ѕтай cost 


ALL Classes of PAPER 
required such 


€ BACK NUMBERS 

@ OLD CORRESPONDENCE 
@ OFFICE RECORDS 

€ CARDBOARD 

€ WRAPPING PAPER, etc. 


are as: 





















We can collect 
in any district 










| JOHN HILL & CO. (7257) LTD. 

ARLINGTON WORKS, ARLINGTON ROAD 

$T. MARGARET'S, EAST TWIGKENHAM, 

MIDDX, |. 0 

Tel: POPesgrove 5577 and 5157 

Ld ELS € Off ees also at: 
GENERAL BUILDINGS, PERTH, SCOTLAND 
GENERAL BUILDINGS, ALDWYC с 


“ROSE'S WHARF, and 

WEST. FERRY ROAD, DEVIZES ROAD, 
MILLWALL, Edi, — SWINDON, Wilts. 
St 3421-23 Tel: SWindon 78302. 











"ће outbreak of war 
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| ments was established as an integral ра 
of Adnerican banking practice. Soon afte 
| wards the idea was taken up in this. 
| country for the use of banks, insurance” 
| companies, stock transfer offices and the 
“dike. All these businesses. have found that 
| unending labour and excessive cost were 
saved by the keeping of daily, weekly, 


ITH, B.Sc. 
the photo-recording of 
docu 


ROUND 1928 


cheques and other important 


















monthly or quarterly plioto-records. of 
documents and statements, 







financial 
whether previously kept in card index or 
in ledger form. | 

The idea spread to commercial houses 
and was gradually being taken up when 
brought. іп another 
and overwhelming development. . Prior to 
1939 . certain documents were photo- 
graphed for reasons of security—beécause 
they were being sent overseas. Now 
security demanded that copies of almost 


| every firm's private papers should be taken 


and the Recordak system worked overtime. 
to provide easily portable, permanens. . 
copies for large and small businesses à 
every description. i. 
An.interesting development of this hag 
been the-photo-recording,of the complete 
files of certain newspapers. These journal -> 
in some cases going back às far аз 1788, 






l are not only valuable to themselves. "Phey: 


method. 


represent history in the making and the 
photo copies are used by the Faculties cf 
History in many universities, Uu 
Certain firms however have during this ^. 
period decided that camera-accounting was UR 





| agood idea and we give below particulars 


of one such British installation, with two EX 
American store examples as a contrast in ^ 
. * #. di 
A War-time Service ; 
Owing to the widening. of the war area 
and the intensifying of the combat, 


| Recordak machines are increasingly difi, 


; cult to obtain in this country. 


The 


firm," 


| however, keeps "service" machines, at Lon- 


don and Manchester, where firms may 
have their books and papers copied at little . 
charge. Many businesses аге taking 
advantage of this facility and it is 


-expected that some of them will take up, 


` the full system of photographic recording e 
| again possible. 


|! cost little to run and the rawest lab 









when the war is over and installation. 18; 


The machines are not expensive, the 






can be adapted with very little trainin: 





Still the World's 
Leading Quality 


Pencils ^ - 










ONDON, Ез. 













British firm concerned is а 
Hy known organisation selling 
varatively limited line of perishable 
ds to some 6,000 retail customers over : 
ide area, daily delivery direct. ! 
-Prior to the recorded installation girls | 
were employed copying the daily orders | 
оп to a four-part invoice set, comprising | 
invoice, delivery note, packing note and. 
ledger copy. Queries and complaints were ! 
estimated to reach up to 10 per cent. 
Under. the new system the customer's | 
own order is used as a packing note, is | 
then extended and totalled, the customer's 
address and the amount being shown in 
two places on the order, A slip containing | 
one. copy. of this information is detached 
from the order and used as a ledger 


posting slip, The order in its completed 
formis. then photographed and finally 
turned. to the customer with the goods, . 
erving the double purpose of delivery note 
GY 


d invoice. Reference to the photogra- 
їс copies follows only if a query arises. 


2 Mr. W. Kaplan, controller of the 
‘4° Emporium, San Francisco, put in the 
‘photographic book-keeping system eighteen 
months аро. To-day he states, “We would 
as Soon give up typewriters for quill pens | 
аз до back to the pre-camera accounting. | 
‘Saving us time; money and adjustment 
f has been heavily cut. | 
The system is simple. Accounts are | 
made out in single bill form without 
extra carbons... Just before the bills are. 


ready for mailing they are run through LS 
ee 
So, 
































Avoiding Production Hold-ups 
vital parts is largely a matter of know; 







mentary facil 
needs. Here’s our contribution, 

get down to your Bottle-necks——with 
smashing results! pate 

PRESSINGS: Cold, and Non-Ferrous, .- 
Hand and Power Press ир to 50 ton 
pressure. 

PLASTIC MOULDINGS: in Phenolic 
and Acetate Powders. 

BAR PRODUCTS: Capstan up to 1 in, 
diam. and Automatic up to 1 in. 
COMPLETE ASSEMBLIES: Telephone. ` 

ae Electrical Instruments, Switches, ` 
n | | Zlectrical Accessories, etc, * 

3 Ва tee a e MACHINING: All classes non-ferrous 
installed-a slightly different system which | small and medium Engine Parts ete, tO 
he. reports, has dropped. customer com- fine limits. 


; | 
nts by 4o per cent. The customer sees | 
15 on-a miniature movie screen. | 

| 

| 

| 





























the "photo machine. The bills are 
fed into a slot under the camera, auto- 
matically placed and the miniature photo | 
‚18 made, 2,500 photos can be made in an 
hour and а roll of film, holding 4000. 
photos, cost $2.75 including development. 




























ing has been cut to the bone. Under 
14 method, the standard unit system, 
plete information and all details on | 

‘Slips had. to be copied to the ledger | 









pages and “to statements. being mailed to | T | ( 
‚ырен буе усту, ard the protien ы 19/21 WARSTONE LANE - 


ing space was getting out of hand. | 












Musie ang SAFETY тше they wr 7 — 
The same installation which PROVIDES MUSIC to cheer your staff and lighten their work ( | Jr 


апа enables you to LOCATE AN EXECUTIVE or MASS ADDRESS any number of persons 
from-your office, can also provide a. valuable margin of safety. Through it your ROOF 
SPOTTERS’ WARNINGS can instantly be transmitted to all so that orderly pro- 
Des _ ress to the shelters follows and minimum production time is lost in them, | 
| Mi BOMBERS | 
эЛ. bue 
SHELTERS 








ү 














€ Under present conditions-we can cater only for firms sub- 
stantially engaged on Government work. Others interested 
are invited to send us their names for priority attention after 
the war, when the demand is sure to be меН in excess of 
the supply. к - 


TX") WCTOGHAPH SOUND INSTALLATION 


A me oie 2 (Dictograph Telephones: Limited): - BBEY "HOUSE, WESTMINSTER, SW: + (Abbey 3572-7 fines) 
Branchés at BIRMINGHAM, BRISTO + GLASGOW, LEEDS, М STER. NEWCASTLE, BELFAST, CARDIFF and HUDDERSFIELD. 

































At the moment we are busy.-very busy—executing 
priority orders for firms eng on important war 
work,  Twinlock is pioud to play its part—and a | 
^r very important part--in- offici ontrolling thousands Í 
cf  war-workers, their supplies, wages and | 
production, Whilst supplies of Twinlock must 
necessarily be restricted, we are, never- 
theless, Keeping an ever-watchful eye on 
“the future. Already we have gained 
valuable experience as а result of our 
contact with new industries, and this 
perience will enable us to improve 
Upwinlock Loose-leaf Ledgers, Visible 
“Recordi Systems, etc. In the meantime 
ju have difficulty in obtaining Twin- 
lock, please do not blame your stationer. | 

i 
| 








The national effort must соте first. 
Firms engagéd on work of national 
importance who wish to adopt the best 
labour-saving accountancy system should 
telephone or send a post card to Twin- 
lock, when an adviser will call and | 
suggest the best method for your | 
requirements, | 


' | 
 pOOSE-LEAF BOOKS, THONG LEDGERS, | 
CLOREOTIONAD POST BINDERS, RING BOOKS, | 

LOOSE-LEAF SHEETS, PRECISION RECORDS, 
MECHANICAL BOOK-KEEPING EQUIPMENT, 
VISIBLE RECORD SYSTEMS. 


" Write or call.for details to Dept. В.І, 
Porcy Jones (Twinlock) Ltd, 
Chansitor House, Chancery “Lane, W.C.2, 


CHAncery 8971 (4 lines). Showrooms: 


x, Telephone: 
ues Glasgow and Manchester. 


50% FASTER SORTING 
_ The Ambidex System | 
Cuts out. waste effort. 

plifies and organises sorting. 

; eets individual requirements, 
‘Speeds ир Filing, Ledger Posting, 
"4 Recording, Invoicing. A 

Provides instant reference. to papers. E 

Saves реше, 


Stationery. І | 
flow of work throughout | 


















ccelerates Ње 
> е Office. | 
Ў ‘Write for particulars : | 

| 


AMBIDEX 






; | Emergency. Address : 
13 Keynsham Avenue, Woodford 
"odi Telephone : Buckhurst 3317 









| demand local ligh 


xs Equipment Company | 


Green, Essex |. 





-luded from March “issue pag 


In certain factories no exposed glas 
permitted at all and transparent plas 
overs have been used with success. © 

© Whichever. system is used, it i$ imper- 


ative to ensure that no dark corners are 
| left. 





In the case of certain types of material 


having a mati or irregular surface, such 
as woven gal, a light. which is highly 
ditfused Les them at almost the 


viewing angle makes 
nd lacking in detail. 
the source 









clearly defined by this means. ‘ 
Reproducing Daylight Conditions 


In certain operations, requiring extreme 
accuracy, which are normally carried out 
in daylight from side windows, it may be 
desirable for the artificial lighting to 
reproduce as nearly as possible the day- 
light conditions. 

When artificial lighting becomes 
necessary, light-coloured blinds are drawn 
over the windows, and they are then 


| illuminated by specially placed projectors, 


so that, in effect, the light is corning from 
the same direction as during daylight. In 


| this case, the directional lighting required 


at night is effectively diffused by the 
blinds, but in most other cases it will be 
found that relatively undiffused lighting 
is more effective. 


Micrometer Reading 


It is the common experience of oper- 
atives making regular use of ancrometers 
or other instruments having à curved or 


| polished scale, that it is extremely diffi- 
| cult to read these instruments accurately 
; under 
| normally employed in a factory. 


artificial lighting of the type 


The best way oí lighting a micrometer 


| scale is to use a luminous or illuminated 
| surface of large area, which does mot, 
| give the effect of streaks of light on some 
. parts ОЁ 

the rest in comparative darkness, 


the instrument while leaving 


Three Ways of Creating 
Luminous Áreas 


Three methods of obtaining this large 
area are: 
(1) By using indirect lighting, in which 


| the whole area of a light-coloured ceiling 
| becomes virtually the source of light. 


(2 By using a light-coloured artificial 
background. If it will not interfere with 
thecwork, it may be possible to erect а 


whitewashed surface of, say, 2 ft. by 2 ft. 


at some convenient point. Work demanding 
micrometer accuracy will probably also 
эзш „апа if the local 
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“architectura 


П luminous pa 


lf. the micromete 


dight from the overhead lighting s 
wil be swamped by the more. dif 
lighting from the specialJamp or panel. 











AIR DEFENCE EQUIPMENT: 
- SERVICE 


THE recognised experts and suppliers to 
Local Authorities and Government. Priority 


Contractors throughout the Country, can 
supply your every requirement, 
Amongst our Specialities are ЮТ, and - 


Leatherette Waterproof.Coats from 25/- and 
Overalls from 15/11 in several types to 
meet all A.R.P. requirements. 


ALL ANTI-GAS REQUISITES 
SUPPLIED 
Please. send Enquiries to Head Office: 
4 Lisle Street, London, W.C.2. 
Telephone; GERRARD 2348-9, 











CLASSIFIED 


* 


ВАТЕ-—2/6 a line (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional line 
er part of a line 2/6. Box No. counts as one line 
and is to be paid for; replies are forwarded free 
ef charge; 24% discount for 3 insertions, 59, fer 
6, 10% for i2. Payment with order for single 
Insertion. 





OFFICE EQUIPMENT FOR SALE 





“A Large‘ Selection of Ex-Government and 
OTHER STEEL AND WOOD OFFICE FURNITURE, IN- 
CLUDING FILING CABINETS, DESKS, CARD INDEX 
CABINETS, ETC. ALSO PLAN CABINETS, NEW. AND 
SECONDHAND, aT LOWEST PRICES.—WRITE FOR 
CATALOGUE, THE MISCELLANEOUS TRADING CO., 
LTD., 134/5 HIGH HOLBORN, W.C.1. HOLBORN 4894." 





Comptometer Model “J” and Burroughs Accounting 
machines, for sa Box 533, с/о BUSINESS, Wiute- 
friars House, Tal Street, E.C.4. 


(€—————A(€———— mend 


SACKS. 











Sacks and Bags for all purposes. John Braydon, 
Lid., 32 Ayimer Parade, N.93, Telephone: MOUautyiew: 
1137/8. London's Largest Holders. ` va 





TIME RECORDERS 





Staff Time Checking. and Job Costin: 
Recorders iall makes) ior quick cash sale, ex 
sondition.— Write ''Betercol,"" Bor 345, BUSINES 
Whitefriars House, Tallis Street, E.C.4. ў 


WANTED 





ations. 
BUSINESS, 


CALGARY 
EDMONTON, 
VANCOUVER 
















































































